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SUBJECT: TEX-SIS Procedures Manual <PM) 



This KianuaL is a se,pient of the third In a sa^tea of pubLlcations 
designed to document the rollow-up system deveLoped hy Project 
Follow-up. The general docimeiitaciott philosophy presents SIS at 
three differeiit lavels. The flrat level (the brochure) gives a 
general overview of SIS with appropriate infotmatlon included 
for the collage administrator and/or State personnel to make 
decisions regarding the depth of follo^^-up involvettient desired* 
The seeond level (the Activities Manual) preaents the actual ques- 
tionnatres utilised by SIS (and rationale for development) for 
college level staff persotmel to make decisions regarding Che use- 
fulness of the questioimaires to a particular tnatltucloiiai en- 
vironment. The third level (this Procedares Manual, Che Data 
Processing Manual^ and Subcontractors' Manuals) presents SIS in 
a more comprehensive manner and can be used as a guide to ac- 
tually perforrning the different cypes of follow-up studies 
included. 

Of course s it is understood that the collection of the various 
types of student follow-up information is an endless task^ The 
possibilities for the expansion and/or alteration of SIS are 
ts^miendous . SIS will not provide all of the student foilow-up 
Information Co satisfy everyone ^ However^ SIS is b fatrly com- 
prehenalve "beginning" from vhlsh fucure local and/or State 
follow-^up systemg can benefit* 

Because of the above ^ SIS is continually saarehlng for ^ays to 
Improve^ Nev^ ideas ^ notation o£ problem ai'eas , suggestions for 
additions and/or improvement ^ etc* are welcomed from the users 



of SIS. 
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PREFACE 



The purpose of this "Procedures Msnual'' Is to further ^k-^ 
platn th^ operation of SIS to the degree of detail^htch ^111 
give college par Sonne 1 the ablLlty to triake decisiona regard- 
itig Its Interface capabtllty with thalr c-ollega^s nornial opatf-' 
ating procedures . As can ba seetii in the Contents aectton of 
this Manual^ SiS's seven subsystems aiCm iurthar d^iall^d In 
tetfins of implemencation and data collection proce\Hu;as i data 
preparation and p:^ocessing5 reporting^ system ©valnatioti guide- 
lines , and other procedures which SIS suggests for the success^ 
ful operation of & follow-up system* 

It should be noted that SIS does not feel th^t the sug^ 
gasted procaduraa can be utilized in instituttonal en- 
^Ironments * ChangBS in procedures to tmke the follow-up system 
jnore effective Locally are encouraged, 

JFR 
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ERIC 



TEX -SIS 

Procedures Eanual (PM) 



CONTENTS 

Page No 

I , Introductory Memoranda, i 

XV. SIS Subsystems 

Subsystem I - Student's EdunationaX Xntant,^*.* 1*1 

Subsystam II - Withdrawal Foilow-iip* ^ ^ . 11^ 1 

Subsystem III - Nonreturnlng Student FolXow^-up^ III-l 

Subsystem IV - Graduate Follow-up* IV* 1 

Subsystem V - Employer Follow-up„ V*l 

Subsystem VI - Adult and Continuing Education 

Follow-up VI -1 

Subsystem VII - State Follow-up Reporting ^ VII-1 

Each of the above subsystems Is treatad iti 
relation to specified activities by: 

1. Population 

2. Suggested Instrumentation 

3. Type of Data Collected 

4* Data Collection Proceduree 

5. Preparing the Data for Processing 

I 6, Processing the Data 

7. Report Format and Reporting 

8. Evaluation of the Survey 

9. Survey Evaluation Instrmaent (s) 
10, Manual Tabulation Sheets . 
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V. 
VI. 



System Implementation 

Miscellaneous , 
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IX-l 



Tarrant County Junior College and the Project Follow-up 
subcontractors reserve the right to aake alterations and/or 
additions to the TEX-SIS Follow-up docifflnentatlon on a iieed 
basis. Periodic updates and/or revisions may be necessary 
to assure that the system provides the most current tnforma- 
tion available. The TEX-SIS Pollow-up documentation may 
not be conmerclalized without the written permission of 
the system developers. 
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ERIC 



M-SIS Subsystem I 
Procedures Manual (PM) 



STUDENT'S 



SUBSYSTEM I 
EDUCATIONAL INTaJT 



Population: May include new^ re-entry and returning 
students enrolled In one or more cQllege credit courses. 

S ug^g e s t e d I n s t r innen t a 1 1 on i 

(SEI) Student's Educational Intent (PFOl-l-J) Salmon 
Type of Data CQllected 




The SEI questionnaire Is a relatively short card form which 
collects the below types o£ student information: 

1* Current etnploynient status 



3, Primary educational goal 

4, Education required to fulfill objective 

5, EKpected time of goal completion 

6, Plans for enrollment In future 

7, Definltiveness of educational goal 
8* Major field of study 

The primary purpose of the SEI card Is to develop the type 
of student data which will reflect student goals and student's 
decisions regarding pursuance of formal progrMia or individual 
courses. Of course ^ the SEI card also collects the employment 
status of students (which could have Implications for student 
service programs and course schedulitig) and future enrollment 
plans (which could have Implications for making enrollment 
predictions) , 

The SEI card can be utlllEed to collect data for completion 
of the TEA occupational/technical enrollment forms if a college 
so desires. In order to do thlSj the college must interface 
SEI data with other student data (seK, ethnic group, course 
type code, target population, etc.) required for the TEA enroll- 
ment foMS. 




2. 



'Work experience'' in major field of study 
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Pat:^_ Col lection Proc e dure s 



The SEI card (being of small size) can be interfaced with 
matiy institutions' registration system, although some concerns 
have been expressed regarding the desirability of requesting 
student "goals" during a reglstracion process. Most institu- 
tions who tested the card did not experience a large amount of 
difficulty interfacing with the registration process although 
some who have "pre -advisement" sessions felt that the reliabil- 
ity of the information could be increased by providing the stu- 
dent wltVi an environment which was conducive to goal selection. 
Some institutions chose to implement the card "in-class" which 
proved fairly successful. Since the Sai card is to be used 
priitiarily for new, re-entry, and returning students, there is 
probably no need to conduct a mall survey to collect the data. 

If an institution wanted to utilize the SEI card for TEA 
enrollment reporting, the cards which Indicated a student with 
an occupational/ technical major and Intest (improvement of 
exiscing job skills and/or preparatton for Job to be obtained) 
would have to be processed according to sex and ethnic cate- 
gories In addition to course type, target population, level, 
and major code categories. 0£ course, the cards would also 
have to be unduplicated from one semester to the next in order 
to provide the "unduplicated headcount" figures reauested bv 
TEA. b H 

For a more detailed discussion of educational goals as they 
relate to follow-up studies, Western Texas College's Educational 
goa Is and Student I* subcontractor report should be consulted. 
The collection of SEI data, although no mall-out survey Is re- 
quired, is one of SIS's more expensive subsystems because of 
the number of data cards which must be proofed and processed. 
For cost information relating to surveys in this subsystem, 
Navarro College's Follow-up Coats report should be consulted. 
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Preparing the Data f or Proc essing 



Since some student educational intent studies have tenden- 
cies toward being fairly high volume studies ^ provisions have 
been made by SIS to process the data in this subsystem by either 
manual or computer techniques. Regardless of the method of pro- 
cess tng 5 careful consideration of the data to be Introduced for 
processing must be given. As one could readily Imagine , there 
are a large number of problem areas Inherent In the process of 
a student completing a questionnaire in a manner which will as-" 
sure valid processing of the data* Each questioimaire should be 
^^proofed'' prior to processing in an attempt to provide data which 
Is as "clean" as possible * Problems such as multiple responses 
to questions (i.e* yes/no type questions) ^ questions not answered, 
obscure markSj incomplete questionnaires, etc, will normally be 
encountered. Also 5 "cOTiinents" and "other" statements written by 
students must be extracted 5 since cOTputer programs do not nor^ 
mally process "narrative" type data. 

The "coding" of the SEI questionnaire primarily concerns 
the completion of the appropriate boxes in the lower portion of 
the questionnaire. The student's major field code (if applicable) 
can be entered In the 4 code blocks. By combining the approprl-- 
ate code numbers with the exact nomenclature of your program areas ^ 
the data will appear in a much more usable fomat* The major 
field code table utilized may be your own Individual college "S 
code listing or codes provided by the Texas Education Agency and/ 
or Coordinating Board. Howeverj for State enrollinent reporting 
purposes 5 the list of major field codes provided by the TEA 
should be utiliEed. Regardless of what is used^ a complete list- 
ing of the major field code table and exact nomenclature of your 
program areas should be provided to the individual who is respon- 
stble for processing the data. 

The Group Code may be utilized if a college wishes its data 
to be processed according to any of the following categories 
(0/T for occupational/ technical majors j .lJT for university trans- 
fer majors 5 OTH for other majors such as undecidedSj and A/CE 
for adult and continuing education students). The A/CE design* 
nation is for form standardization reasons primarilyj since it 
may not be feasible to Implement this type of questionnaire on 
adult and continuing education students. This A/CE blockj there- 
fore ^ is not expected to be utilized to any great extent in this 
subsystem, 

11 
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The Special Code daslgnatloii may be utlltzed In the maimer 
of a collage's choosltig, Many colleges use this code to dis- 
tinguish between different campuses, extension centers^ special 
student groupings, etc. The code In this box (t^hlch cannot 
exceed one digit) can be alphaiiimeric (letters or numbers). 
If this code is usedj the person raaponslble for processing the 
data should be provided with lp.f ormatton regarding the codes 
utlliaed and their meaning. 

If the data is to be processed hy other student characterls 
tics (se^Cj ethnic groups ages stc), the student^s social SHcur- 
ity number can be used to access other data from the college's 
student rnaster files. Once the SEI data is interfaced with othe 
student data, the information may be processed accordingly* How 
ever J before the decision is joade to perform this interface, the 
person responsible for process ing the data should be consulted. 
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Procesilng the Data 



The processing of the SEl cards by cOTiputer is discussed 
in the accCTipanytiig DPM (Data Processing Manual) . Of oouraej 
it may be appropriate (and perhaps desirable if the number of 
survey quaatiotinalres is small) to process the data manually. 
This conslati of tabulating the numbax of responses to particu* 
lar questions on a sheet designed In a manxier similar to the 
one Included at the end of this subsystem section. Appropriate 
space has beeii provided for "totaltng'' responses and computing 
percentage. Also 5 the appropriate Information at the top of 
each tabulation iheet should be completed. The manual process- 
ing of data is normally not a large task^ especially if the 
number of quasttomalrei is small and the tabulation effort 
can be accomplished as the questionnaires are received or at 
periodic intervals throughout the study period. 

If the data is to be processed by Individual categories 
(program areas, campuses , student groups , etc) the appropriate 
information should be eiitered at the top of each tabulation 
sheet and recorded accordingly* There must normally be an in- 
dividual tabulation sheet for each category, although different 
symbols 5 dlfferetit colors of pencils, etc, have been used with 
some success. 
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Rep ore Fogma t a tid Repor t In^ 



Althaugh SIS's report formats are functional, they are 
standardized to a great extent and, therefoi'e, will appear 
dry' to some iiidtviduals. The report format and method of 
reporting Information is one of the most Important segments 
of conducting student surveys. Many algnificant studtes have 
been rendered useLefls (or made little inipact) because the 
survey results were not presented in an easily understandable 
format. Of course, If the data la not utilized to any great 
extent, there was no reason for conducting the study Initially, 

The use of graphs and charts to display the data cannot 
be overemphasized. SIS suggests that the student inforination 
of roost significance to a local college be extracted from the 
report data and given speclaL emphasis through charts, graphs, 
and other nieans. ConslderabLe success has been experienced 
when a survey (using the same or similar questionnaire) has 
been repeated over a number of semesters or years. Utilizing 
this comparative data, an individual can graphically denion- 
strate trends or develop conclusions which may produce infor- 
matton for predtctlng future data outcomes. Presentations to 
college personnel and meetings to discuss the results of the 
survey can also be used advantageously. In this manner, ver- 
bal input can be received for any possible revisions or al- 
terations which stiould be made before the survey is conducted 
again . 

It is especially Important to compute and report percent- 
ages of Individual response items In relation to the number of 
overall responses to a question. This is normally not a dif- 
ficult task with a calculator (although time-consuming) but is 
considered "worth the effort" because of Its ability to com- 
municate to a large number of people . 
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Evaluation of the Surrey 

SIS suggests that survey proceaa evaliiatlon be Included 
as ati Integral part of the operation of a Sollw-up system. 
By receiving input from the potentiai \iBem ot the data^ one 
can inake appropriate changes and/or aLterationa to such items 
as questionnaire design^ foCTnattliig of the report^ the proced- 
ures utilised in conducting the study, the need to clarify^ 
addj or delete cei'taln types of information ^ and other polnta 
of concern. One can also check whether the data Is actually 
balng used In a beneficial rnanner and, if so^ the method of 
iisage. 

On the folloi^lng pages can be found a Suggested design 
for securing an evaluation of the SEI data* this evaluation 
forci can be aent (along \?ith fihe aurvey report) to the poten- 
tial user of the data mth a request that it be eompietad and 
returned to the individual who will cocaptle the rasuLta of the 
study evaluation. After the forms have bean returned^ the 
results should be docuitiented and utilised for conducting fu- 
ture atudlea of a similar nature. 
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TEK-SIS FOLLOW-UP 
Sttident Follow-up Managenaent ImfomatLon Syytem 



EVALUATION OF STUD ENT' S EPUCATIONAL INTENT SURVEY 

Poattioti . . " — 



College/Agency^ 
Date 



Itistructlons : After completing the above information^ please 
respond to this questionnaire according to your own evaluation 
of the study and resulting datai 

1* Please rank the following types of survey infonnatlon 
according to their relative usefulness to you In your 
present position. Place the appropriate rank (Istj 2nd5 
3rdj etc*) with 1 - most usaful and 9 ^ least useful , in 
the blocks provided. As you will note^ the below types 
of Information are related to specific questions on the 
survey instrument. 



a 



Current employnnent status 



r 



'Vork eKperience" in major field of study 
Primary educational goal 



[ 



Education required to fulfill objective 
Expected time of goal completion 
Plans for enrollment in future 
Definitlveness of educational goal 
Major field of study 
Name of student 
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2, What additional typeCs) of information do you feel stiould 
have been collected from the Butv&y populatloti? 



In what way(s) might you be abla to utilise this ty^e ^of 
data in your area of reaponsibillty? 



4, Do you have suggestions for improving the: 
a. Manner in which the repoirt v?#s analysed? 



b. Procedures for collecting the data? 



c. Questionnaire (wording of questions, f onoat i etc*)? 



5, What ia your overall rating of the survey in t^tms of its 
uaefulnesa in fulfilling your ovn individual needs for 
information. Check the appropriate box according to the 
below scales 

1 2 3 4 5 6 7 
Very poor □□□□□□□ Very good 

Please use the back of this page for any addttional comments 
you wish to make regarding the survey, ttiank you for your tiae. 
Please return this evaluation form as soon au possible. 
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SIS TABULATION SHEET 

Student's Educational 
Intent 


Page 


DATE J 


of 







o 



Hgag _ 

HftJPt 



I 



Airt joy d^rmcly netkiai ^ i j^b Mow 




03 

41 
O 



I 

4J 



* tfeat !• your FttMUllf tdueiei^n#l ioal tii 




' hag ^i ' 




0^tg_rdiaeglbi3L 



.^SJ ^ IHIi e^MOp by the end efaii 



lie 




S.po jmi plan co tnf^ll mt £hAi §^Iliii 

in |hf future? ^ 

ll ..lYeii ifhea? 



todgMdgd_ 



Hens fill 



How def inict are yoti €aa§«r£it0| y^u^r 




3^ 



fairly daftffi^ga, flifelt^ 
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TEX-SIS Subsystem II 
Procaduraa Manual (PM) 



SUBSYSTai II 
WITiffiRAWAL FOLLQW-UP 



PopulattQni May Includa thoaa students who forffialty 
withdraw or "walk-off" from one or mor^ eradit couraas 
in which they Initially anrollad. 

Suggeatad Inatrumantatloni 

(COS/W) Courae Withdrawal (F02-1-E) White 

(COL/W) College Withdrawal (F02-2-E) Blue 

(WO) Walk-off Gray 

Type of Data Collected 

The thraa withdrawal follow-up card foirma ara relatively 
short quaattonnalrea which collect the below typia of atudent 
information* 

1. Program or course identification 

2, Bnploymant and /or college enrollmant statae 
3* Reason(a) for withdrawal statua 

4* Need of counselor aaslstanoe 

5, Pravioua uae of college aervices 

6t Program or course identification 

7, Suggestions for improvament of couraaa and/or 
aervices 

8. General eonments 

9* Future enrol taent status 
10, Opinioii of edueatlonal experience 

The prijoaary purpose of collecting atudant withdrawal in- 
forniation is to develop data relative to "reasoti(a) for the 
student's withdrawal status," By colleoting this typm of in* 
formation, a college may be able to realize cartaln program 

II-l 
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scheduling, and/or student services aress whtch can be emphas- 
ized to combat what withdrawal rate may be evident. Of course, 
the withdrawal cards also collect student employmant status 
information (which could have toplications for counseling and 
seheduling courses), relative need and/or use of coLlege ser- 
vice areas, opinion Information and cocnraents, and the acudent*s 
"re-enrol]jnent" plans. Of coutfse, this type of data Is par- 
ticularly Interesting when compiled by txidlvldual course^ de- 
partment, division^ and/or major field of study. 



II-2 
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Data Co llectlo in Procedu.res 

Thm card forms (being of small stge) can be interfaced 
vtth many colleger ^ normal procedures a student must follow to 
mthdraw from college ox Individual courses* While the course 
and college withdrawal forms can be ijptipleinented at the regis-^ 
trap's and/or counaeltng office, the walk^off form requires a 
mail^out. Most institutions previously mplementing the course 
and/or college withdrawal forms did not eKperience difficulty 
in beginning the process of collecting the data* However ^ in 
many cases j the procedures were not sustained, thereby result- 
ing tn the collect ton of Information from a fairly low per- 
centage of student withdrawals. The sustainment of the pro- 
cedure for collecting Information from as many withdrawal 
students as possible Is Important to the success of the survey. 
Of course, the point of college withdrawal facilitates the op- 
eration of an exit Intewtew process if a college so desires* 

Course Withdrawal The course withdrawal questionnaire 
(white) has been apectflcally designed to gather information 
frorti atudenta who withdraw from one or more courses during the 
semester without totally withdrawing from college. Although 
the pxijnary purpose of the survey is to gain knowledge rela- 
tive to "reasons for course withdrawal additional questions 
concerning suggestions for better fulfilling educational needs 
and counselor assistance needs are added. 

Collection of Information while the student is withdrawing 
from individual courses la perhaps one of the easier surveys 
to conduct by virtue of its relative IneKpenslveness , avail- 
ability of a central collaction pointy and non-mail survey 
status although the Information gathered has the potential of 
balng "sensitive" in nature. It seems that the most feasible 
location for the survey is the ragistrar's office although 
Some Institutions may differ in the administrative manner in 
vrtitch the "course withdrawal" is processed* Although ^ in many 
cases 5 the survey lengthens the amount of student time required 
to withdraw from a couraei relatively little resistance by 
students or administrative staff persOTinel has been noted* 
With the addition of the student's name 3 social iecurlty number * 
and course withdrawal date 3 information gathered by the Course 
Withdrawal card may he interfajced by the local institution 
with race^ aeX| age^ and other student Information which may be 
collected as required by the Coordinating Board's Uniform Re- 
porting System in the CBM-001 Student Report* 

II-3 
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College Withdrawal - The college withdrawal questionnaire 
(blue) has been specifically designed to gather Information 
fran students who withdraw from college* Although the primary 
purpose of the survey is to gain knowledge relative to ''reasons 
for college withdrawal 5" additional questions concerning use of 
college services, plans for future enrollment, employment status, 
and opinion of educational experience are added. 

Collection of infottnatlon while the student is withdrawing 
from college is one of the easier surveys to conduct because 
of its relative Inexpenslveness , availability of a central col- 
lection point, and non-mail survey status. Many institutions 
who require the student who is withdrawing frOTi college to be 
processed through the counseling office have found this en- 
vironment conducive to collection of valid Infomatlonj al- 
though many institutions center their college withdrawal pro- 
cess In the registrar's office. Either collection point seems 
to be satisfactory for the student's completion of the survey 
form although the counseling office environment seems prefer- 
able. With the addition of the student's name, social security 
number, and college withdrawal date, information gathered by 
the College Withdrawal card may be interfaced by the local in- 
stitution with race, sex, age, and other student infoCTiation 
which may be collected as required by the Coordinating Board's 
Uniform Reporting System In the CBM-001 Student Report. 

Walk-off - The walk-off survey Instrtmient has been specifi- 
cally designed to gather atatus and opinion Information from 
students who stop attending class without completing the neces- 
sa%7 forms (if applicable) to be formally withdrawn from the 
class. Procedures for identification of this "walk-off-' student 
vary frcxa institution to institution, but usually depend upon 
the appropriate notification and/or fom completion by the in- 
structor. Institutions presently having established procedures 
for administratively withdrawing "walk-off" students may be able 
to obtain appropriate names and addresses for this target popu- 
lation during the withdrawal process* 

The basic walk-off Instrument (with the course entered on 
the front of the form) has been specifically designed to be 
mailed during the semester, Immediately upon identification of 
the student as a potential walk-off. Better response rates 
will be obtained if the follow-up Instrument is mailed as soon 
as possible after a "walk-off" condition is suspected. 

From a cost-effective standpoint , the higher rate of re- 
turns Is obtained with an initial first-class mail-out, a post- 
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card reminder 6-8 working days later, and a final letter (with 
anocher instriment) being sent out 8-10 working days later. 
Talephone Interviews can be conducted to Increase return rates • 
A cover latter on college stationery and a postage-paid, pre- 
addressed return envelope should always accompany the Instru- 
ment, To simplify logistics^ names and addresaes of students 
requiring reminder letters could be collected throughout the 
aemester, with "reminder" mail-outa being sent out at apeci- 
fiad Intervals. This process eliminates the necessity of 
schedultng "retninders" on a student -by -student basis. 

The instrumient has been structured to facilitate a ''stick-on" 
malltng label which can be used as the actual postal address , 
and will show through a regular window envelope. When combined 
with a cover letter and return envelope, the instrraient will 
remain in place in a regular business envelope. Three tnaillng 
labels will be required for some students who do not respond 
after the initial mail-out and poat-^card reminder, A complete 
list of population names and addresses for recording returns 
will also be needed. Also, for proper Identification purposes, 
it la helpful to Include a student identification niwJDer (such 
as the social security nimber) on the questionnaire or mailing 
label. 

For a more complete discussion of the proper procedures 
to follow when conducting a mail-out survey, Del Mar College's 
Fol low-up MethodolosY and San Anconlo College's Graduate 
Foll ow-up subcontractor reports should be consulted. 

For cost Information relating to surveys in this subsystem, 
Navarro College's Follow-up Costs report should be consulted. 
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^^j-L^y iiigu vuAume scuaieg, provisions nave Dean mad© by 
SIS to process the data by either manual or cOTiputer techniques. 
Regardless o£ the method of processingp careful cons ideraclon 
of the data to be introduced for processing must be given. As 
one could readily imagine, there are a large number of prob- 
lem areas Inherent In the process of a student completing a 
questionnaire In a manner which will assure valid processing 
o£ the data. Each questionnaire should be "proofed-' prior 
to processing In an attempt to provide data which Is as "clean" 
as possible. Problems such as multiple responses to questions 
which should not have multiple responses (i,e. yes/no type 
queatlonsOi questions not answered^ obscure marks ^ incomplete 
questionnaires 5 etc. will normally be encountered. Also, 
"comments" and "other" statements written by students must be 
eKtractedj since ccmputer programs do not normally process 
"narrative" type data. 

Course Withdrawal - The primary problem with preparing the 
course withdrawal instrmnent for processing Is the proper des- 
ignation of the course being "dropped." For this reason ^ care- 
ful attention should be given to the manner In ^ich the course 
IS designated. If the student -s course designation differs 
from the manner In which the college designates a course (i*e* 
CHEM vs CWL^ with both Indicating a Chemistry course) the 
proper identification should be entered to the right of student's 
course designation In the space titled "For College Use Only." 
Alsos the data may be processed by Group Code if the appropriate 
block (0/T for occupational/technical courses ^ UT for univer- 
sity transfer courses, OTH for other type courses ^ and A/CE 
for adult and continuing education courses) is completed. The 
A/CE designation is for form standardisation reasons primarily ^ 
since it may not be feasible to collect course withdrawal 
information from adult and continuing education students. This 
block, therefore, is not eKpected to be utilised to any great 
extant In this subsystem. 

The Special Code designation may be utiliEed in a manner 
of a college's choosing. Many colleges use this code to dis- 
tinguish between different campuses, eKtenslon centers ^ special 
student groupings, etc. The code in this box (which cannot 
exceed one digit) can be alphanumeric (letters or numbers). If 
this code is used, the person responsible for processing the 
data should be provided with information regarding the codes 
and their meaning. 

II-6 
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College Withdrawal ^ The colLege withdrawal survey, from 
an Implernentatlon and processlmg standpcitntj seems to be the 
easier of the three questlormaires in this subsystem to Imple* 
ment. The specification md coding of the major field of study 
has posed some problems^ but not to the extent that the study 
was siginiftcantLy aefectad. After an Interpretation of the 
r^tudent'a major has been made, the appropriate major code 
should be entered by the colLege at the bottosn of the card In 
the space titled For ColLeEe Use Only. By cabining the ap- 
propriate code nuinbers with the sKact iiomenclature of the 
coliege's program areas^ the data will appear in a much more 
usabLe format* The major field code table utilized may be 
the college's own code Llsttng or codes provided by the Texas 
Education Agency and/or Coordiriating Board. Regardless of 
what is used 3 a completa listing of the major field code table 
should be provided to the Individual who is responsible for 
proceastng the data, mie Group Code designation and Special 
Code designation may be utlliged in the same manner as dis-- 
cussed In the course withdrawal section. However , in this 
cases the Group Code designation will be referring to the 
major field of study Instead o£ an Individual course. 

Walk -off - Since the walk-off survey requires a mall-out , 
a low arnount of control is exercised over the cOTpletlon of 
the questionnaire* Lo^ response rates ^ in comparison with 
other types of surveys, can he expected which ^ of course, makes 
the data less reliable* However ^ this is an important popula- 
tion which may be significantly different from other popula- 
tions surveyed by SIS. Of course^ the course from which the 
student has "walked -off" should be entered on the front of the 
card prior to the mall-out. After the questionnaire Is re- 
turned^ the appropriate Information can be entered in the 
space titled For College Use Only using the proper abbrevia- 
tions and numbers for the department ^ course ^ and section 
designation. The Group Code and Special Cod e can be used In 
the same manner as discussed in the course withdrawal section 
of this subsystem. 
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Processing the Data 



The processing of the withdrawal cards by cOTputer Is 
discussed in the accompanying DB4 (Data Process liig Manual) . 
Of course 5 It may be appropriate (and perhaps desirable if the 
number of survey questionnaires Is small) to process the data 
manually. This consists of tabulating the number of responses 
to particular questions on a sheet designed In a manner similar 
to the ones Included at the end of this subsystem section* Ap- 
propriate space has been provided for "totaling" responses and 
computing percentages. Also, the appropriate Infomatlon at 
the top of each tabulation sheet should be completed. The 
manual processing of data is normally not a large task^ es- 
pecially if the number of questionnaires is small and the 
tabulation effort can be accomplished as the questionnaires 
are received or at periodic intervals throughout the study 
period. 

If the data is to be processed by Individual categories 
(departments, courses, campuses ^ etc.)? the appropriate in- 
formation should be entered at the top of each tabulation sheet 
and recorded accordingly. You must nortnally have an individual 
tabulation sheet for each category^ although different symbols , 
different colors of pencils, etc. have been used with some 
success . 
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Report Format and Reporting 



Although SIS's report formats are functional^ they are 
standardized to a great oKtant and, therefore, will appear 
'■dry" to some individuals. The report format and method of 
reporting follow-up Information is one o£ the most important 
segments of conducting follow-up survays , Many significant 
follow-up studies have been rendered useless (or made little 
impact) because the survey results were not presented in an 
easily understandable format. Of course, if the data is not 
utilised to any great eKtent, there was no reason for conduct- 
ing the study initially. 

The use of graphs and charts to display the data cannot 
be overemphasized. SIS suggests that the follow-up information 
of most significance to a local college be extracted from the 
report data and given special emphasis through charts, graphs, 
and other means. Considerable success has been experienced 
when a survey (using the same or similar questionnaire) has 
been repeated over a number of semesters or years, UtillEing 
this comparative data, an individual can graphically demon- 
strate trends or develop conclusions which may produce infor- 
mation for predicting future data outcomes* Presentations to 
college personnel and meetings to discuss the results of the 
survey can also be used advantageously. In this manner, verbal 
input can be received for any possible revisions or alterations 
which should be made before the survey is conducted again. It 
is especially important to compute and report percentages of 
Individual response items in relation te the number of over- 
all responses to a question. This is nomally not a difficult 
task with a calculator (although time-consuming) but is con- 
sidered "worth the effort" because of its ability to conmunicate 
to a large number of people. 
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Evaluation of the Sn-rxr^^ 



as an'l'nt^gffr^^rfol f,?"""""" «™l""ion be Included 

receiving !„^t^»1h ^^ e':^^^"L:,Vof^'h'rdrr 

cem. One can alao^hii k™u ^""^ P°ints of con^ 

used in . ^^^^t^^tJ:'-^:XT^J^ 

and returned tn request that it be completed 

the ^^^a^s^n^^lj''^ '^^^^ """Its of 

results shou?d^e do^^itfd utuLef I T'"^^^ 
studies of a similar nature utilized for conducting future 
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TEX-SIS FOLLOW-UP 
Student Follow-up Management Information Syatem 



EVALUATION OF COURSE WimPRAWAL SURVEY 

Name 

Positio n 

CQlleEe/Agenc y 

Date 



Instructions I After completing the above Information^ please 
respond to this questionnaire according to your omi eva^.uatlOTi 
of the study and resulting data* 

1, Please rank the following types of survey Information 
according to their relative usefulness to you In your 
present position. Place the appropriate rank (Ist^ 2nd^ 
3rd, etc) with 1 ^ most useful and 6 ^ least useful, 
in the blocks provided. As you will note, the below types 
of information are related to specific questions on the 
survey Instrument* 

I Date of course withdrawal 



Course Identification 



Reason (s) for dropping the course 

Whether coimselor assistance would be beneficial 



Suggestions for better serving educational n«eds 



Name of student 
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2. What additional type(s) of information do you feel should 
have been collected from the survey population? 



ERIC 



3, In what way(s) might you be able tc utlltza this type of 
data in your area of responsibility? 



4. Do you have eaggestions for improving thmi 
a. Manner in which the report was analyzed? 



b. Procedures for collecting the data? 



c. Questionnaire (wording of queationSj format, etc.)? 



5. What is your overall rating of the survey in terms of its 
useftilness in fulfilling your own individual needs for 
information, Oieck the appropriate box according to the 
below Scales 

1 2 3 4 5 6 7 
Very poor □ □ CZI □ □ □ CIl ^©^y good 

Please use the back of this page for any additional comments 
you wish to make regarding the survey, ttiai^ you for your time* 
Plaasa return this evaluation form as soon as possible* 

11-12 



TEX-SIS FOLLOW-UP 
Student Follow-up Management Information f?ystem 



EVALUATION OF COLLEGE WITHDRAW AL^ Sl^^^ 

Name 

Position 



Co liege/Agency 
Date 



.Instructions: After completing the above infcrmation, please 
raspond to this questionnaire according to your mm evaluation 
or Che study and resulting data. 

a.. Please rank the following types of survey information 
according to their relative usefulr.ess to you in your 
present position. Place the appropriate rank (1st, 2nd, 
3rd, etc.) with 1 = most useful and 8 = least useful, 
in the blocks provided. As you will note, the below' types 
of information are related to specific questions on the 
survey Instrument, 



f 



Date of college withdrawal 
Major field of study 
Reason(^) for college withdrawal 
t-^-^j Plans for enrollment in future 
LZ) Curr^ant empl oyment status 

Use of what collage services 
Opinion of educational eKperlence 
e of student 
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2. 



What additional type(s) of Information do you feel should 
have been collpcrrid from the survey population? 
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In what way(s) might you be able to utilize this type of 
data in your area of responsibility? 



Do you hnva suggestions for improving the: 
a. Manner in which the report was analyzed? 



Procedures for collecting the data' 



Questionnaire (wording of questions, format, etc) 



5. What is your overall rating of the survey in terms of its 
usefulness in fulfilling your own individual needs for 
information. Check the appropriate boK according to the 
below scale: 

1 2 3 4 5 6 7 
Very poor □ □ □ □ □ □ □ Very good 

Please use the back of this page for any additional comments 
you wish to make regarding the survey* Kiank you for your time. 
Please return this evaluation form as soon as possible* 
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raX-SIS FOLLOW-UP 
Student Follow-up Management Information System 



EVALUATION OF WAIJC-OFF SURVEY 



Name 



Position 

College/Agency^ 

Date 



lustruc tlons i After completing the above information ^ please 
respond to this questionnaire according to your own evaluation 
of the study and resulting data, 

1. Please rank the following types of survey Information 
according to their relative usefulness to you In your 
present position. Place the appropriate rank (Istj 2nd5 
3rd 5 etc.) with 1 = most useful and 8 ^ least useful s 
in the blocks provided. As you will note^ the below types 
of Information are related to specific questions on the 
survey instrument, 



Course identification 
Plans for returning to class 
Reason(s) for walk-off status 
Present college enrollment status 



, Use of what college services 
Plans for enrollment in future 
Current employment status 
Opinion of educational experience 
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2. What additional type(s) of itiforfflation do you feel should 
have been collected from the survey population? 



3. In what way<s) might you be able to utilize this type of 
data in your area of responsibility? 



Do you have suggestions for improving the: 
a. Manner in which the report was analyzed" 



b. Proceduras for collecting the data? 



c. Questionnaire (wording of questions, format, etc.)? 



5. What is your overall rating of the survey in terms of its 
usefulness in fulfilling your own individual needs for 
Information. Check the appropriate box according to the 
below scale: 

1 2 3 4 5 6 7 
Very poor □□□□□□□ Very good 

Please use the back of this page for any additional comaents 
you wish to make regarding the survey. Thank you for your tlnie. 
Please return this evaluation form as soon as possible. 
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STUDY I 



DATE I 



POPULATIMJ t 



SIS TABUIATION SHEET 
Course Withdrawal 



Page 
of 



F02^l^E (COS/W) 



Name 



Today's Data 




I PLEASE TOE COUlil IfOU AEE CIJRREMY 

JJoRDtPlNG IN Wl SfACES BELOI* (SIE 

mAmm ® mfEs to youe '*drop slif** 
FDR nu! Ac£saAR!r imQ^^Tim (dipt,, 

COURSE NO,p iECTIOS HO,). 









iimEiOHLIf: 


DEPARlHEHt C&S-a) 








COUBaE N0« m^74) 


m& 






SEOnON HQ, (71-10) 









O 

N 



cha above course. 
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igu^effl^^T^Ctd it this ^3j^ 



ipjjgflgttgf led with eourse gOTtmic 
[^<r haa^ courae^ load ^ 



42MCjf e^8onml/fflmlly lllaeBi or Inju^ 



Do you think a discussion wlch a QOlleg# 
coiAialor would be baneflglal to you? 



Please use eha baok of Ehls card for any 
eosatnta and/or suggescions about how 
could bet^te^aeifve :youg _idueat tonal needs 
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SIS TABULATION SHEET 




DAT! .• 


uoiiege Witndrawai 


of 


POPULATION : 





an 

•H 



U3 

O 
H 



SEM: 



(First) 



(HI) 



Name 



SB# 



Today 'i Datg 
Ma J Qf _ 



1 



Plgasg eheck £h^ reaion(g) for your 
cgllegt withdrawals 



3MI jGradg jjobjems _ . 

36- 1 [^|Di a gatiy|lij2_^jL^^ tlon 

37- iI__JFgiugd^Qb ft sqcu^ reiaced to 



O 



caur^Xlj^Qffip lett ed at e^hij^^g^lggf^ 
3 I Tr an¥p Q y t^ ti_gn J&r pb ten§r_ !. _ Zll 



40^L^DiasaciF£^SjwitKVc^ of cg urse^sj^ 



2 Dp you plan to enroll at this collega 
(in thi 



future? 



i 



.41-J 



4^1 



NgKtrall 



HeKt Spring 



Next Sunmier 



Lat^y date 



Are y ou current J 



f many ho 



13- 



ayy tiours per w# el 



ITe ss than 3^1 



If 



31 to 40 



Please check the appropriate boM(Rs) if 
you hav^uaed^ny of the below. 



Flnanelal Aldi 



^^iL^JJoh _g,ae ^en^t aaslstance^ 



-^^—JHealth cjiB^Zieryiees^ 



JVetaransgervl-^es 



Wiich stat^ent bait describes your feel - 
Jing about your educational experlenee at 
this college? 



' U-J Vary ja tj af^^ 



g|_liatiiHea^ 
aUJNeutral ^ 



ERIC 



til 



ry DlaaPPQinted 



i$^^^$^l- 



ml': I 

mm 
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STUDY: 


^TQ TARITT ATTHM QlJPt?T 




DATE: 




of 


POPULATION : 







& 



cd 



FOZ-^-D (WO) 



1 



Have you stopped atCindlng che course 
XtsCed en^ the reyeFsg sidg of thla card? 



i , Re t till c© th is^ eour i a th 1 s s gme s t # r 



wk^f hsvi you iCappsd acE^nding class? 



4J 
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lap 



gowsg(s)_ eogylil^d jit_ thlj collat e 



42-l L^Cont'lle€lng Job hougi 



^^Jg^ipnjX/^^tlylljje^s or Injury 



-^-lUJ Other C^tBegibe) ^ ^ 



3 



Have you stopped at tending all course i in 
which you are enrpllad? 

□Si ^~ 

IJHo 



Flea s e check ~ihe appropria t e b ox C e i ) 1 f " 
you have used any of thm below college 
sfifvioes. 



^i^iL^ Job jlg^^Snt asalstahga 



^gL^JVe tar an s _s e ryl ce s 



jg IDo you plan to tnroll at thli college in 
SJ_the future? ^ _ 




y V^ich scatssent btst deicribea your faal^ 
^Jing about your iducational exparlence at 
jhia collage? 



TCTgrryTatiafiea 



iLjHeutrar 



^^^DTsappolnctd 
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TEX-SIS Subsystem III 
Procedures Manual (PM) 



SUBSYSTffl III 
NONRETURNING STUDENT FOLLOW-UP 



Population: May Include students with both university 
trans far /academic and occupational/technical intentions 
whoj having completed a previous enrollment period^ do 
^not return for a subsequent enrQlljnent period. 

Suggested instrumentations 
(NRS) Nonreturnlng Student (P03-1-E) Pink 
(OCC/TECH) Occupational/Technical S^onretuming Student 
_ Blue 



Type of Data Collected 

The above two questionnaires collect the below types of 
student £ollow"Up infomation: 

1, Attendance objectlve(s) 

2* Individual course (s) or formal program pursuance 

3. Major field of study 

4* Sex and ethnic data 

5. College enrolljnent status 

6. EInplo3mlen^ status 

7. Relation of employment to course(s) completed 

8. Prior employment in area related to course (a) 
completed 

9. Opinion of course (s) completed 

10* Opinion of student service (s) areas 

11. Name of transfer college and status 

12. Transfer problem areas 

13. Usefulness of training to job performance 

IiI-1 
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14. Raaaon(e) for relationship of mployment to courae(s) 
completed 

15. Relation of course (a) completed to career plans 

16. Suggestions for ImprOTement of course (s) and/or 
service (s) 

17. General conments 

18* Degree of copapletion of aducatlonal objective 

19. Reason(s) for nonretuming status 

20. History of college credit courses completed 

21. Future enrollment and/or course Interests 

22. Opinion of educatlOTal eKperience 

23. Course type^ target population^ and level code 

The primary purpose of collecting nonretuming student 
data Is to provide information fran a cross -section of the 
college's population. The nonretuming student Is perhaps the 
most heterogeneous population dealt with by SIS. Because of 
this 9 the collage may expect to Identify certain groupings of 
students such as nongraduate "canpleterSp" drop-outs , indi- 
viduals \AiO have foimd emplopaent related to the courses com- 
pleted at the college without graduating ^ individuals who 
transferred to another college ^ stop-outs, and other groupings 
^Ich may be beneficial to futwe planning. Of course, much of 
the InfonQation Is related to the student's opinion of whether 
the college fulfilled his or her ami individual needs. 

The two questloimaires can also be utilised to follow-up 
the below two populations of students ^Ich the Department of 
Health, Education, and Welfare define as "completors": 

1, "Students who cGmpleted the vocational program 

requirements and left school without graduating." 

2, "Students who temlnated their training in a 

progrMa prior to normal completion time but who 
have gained n^rke table skills and have been em- 
ployed full time in tne field for which they 
have been trained." 
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The specific sections which treat the above populations for 
State reporting parposes are selected portions of the Informa- 
tion contained In the section titled For College Use Only on 
both questionnaires, questions A-9 and B-1 on the NRS question- 
naire (pink) and questions A-5 and B-1 on the OCC/TECH question- 
naire (blue). Of course, as stated previously, the OCC/TECH 
questionnaire Is designed for occupational/ technical students 
while the NRS questionnaire Is designed for both occupational/ 
technical and university trans far /academic populations. As can 
be noted, the questionnaires collect both data for local utll- 
lEation and State reporting purposes. 
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Data Collection Profceduras 



The two questionnaires are designed to facilitate a mall- 
out survey after the college has Identified the appropriate 
population It wishes to survey. Although several different 
populations are possible, there are two which normally receive 
u u.B^ concern. Onm population consists of those students 
who exhibit the HEW characteristics stated previously! T^lf 
data IS nomally requested by the State agency as an undupll- 
cated population who were enrolled duruig a specified federal 
tiscal year and do not return for enrollment the following 
federal fiscal year. The second population consists of those 
students who enroll for a specified semester and do not return 
for the following semester. As can be seen, this provides the 
potential for feedback from a cross-section of students In a 
fairly expedient manner. 

For a ccmplete discussion of the proper methods to use In 
conducting a mall-out survey, Del Mar College's Follow-un Methnri- 
olosi and San Antonio College's Graduate golle^-„p 
rhr^-^ be consulted. From a cost-effective standpoint, 

the higher rate of returns Is normally obtained with an initial 
first-class mailout, a post-card reminder 6-8 working days later, 
and a final letter (with another instrument) being sent out 8-10 
working days later. Telephone interviews can be conducted to 
increase return rates. A cover letter on college stationery and 
a postage-paid, pre-addressed return envelope should always ac- 
company the instrument. Also, because of the potentially laree 
population size, a college may desire to use "sampling" pro- 
cedures, thereby reducing the size of the mail-outs. For a dis- 
cussion of guidelines to follow In utilizing representative 
sampling m surveys. College of the Mainland's Representative 
Sampling subcontractor report should be consulted. Also Included 
in this report are techniques for measuring non-response bias. 
Howeve^, representative sampling techniques cannot normally be 
used when completing the TEA follow-up report form. 

The two nonretuming student questloimaires have been de- 
signed to facilitate a "stick-on" mailing label which can be 
used as the actual postal address and will show through the win- 
dow of a regular window envelope. The mailing label on the in- 
atriment can also be used for monitoring returns and deletes the 
requirement for the student to enter the Information. Three 
mailing labels will be required for some students who do not 
respond after the initial mail-out and postcard reminder A 
complete list of population names and addresses will be helpful 
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in monitoring returns.' Also, for proper iderttlfiea-tion purposes, 
it is helpfMl to include a, student Identification number (such 
as the- social socwlty n\o^er) on the questtonnalre or mailing 
label. When folding the ques^ionttaire, be sure that it Is folded 
la a. manner which will allow It t© be returned easily In the 
smaller pea^ge-paid, rtCu^rn envelope. For eost information 
relating to ewkUictlng qiail-out surveys, Navarro College's 
Follow-up Costs report shojtld be consulted. 
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Preparing the Data for Procesaltig 



Since some nonretUTOing student studies have tendencies 
toward being fairly high volume studies, provisions have been 
made by SIS to process the data by either manual or computer 
techniques. Regardless of the method of processing^ careful 
consideration of the data to be Introduced for processing must 
be given* As one could readily imagine, there are a large num« 
ber of problem areas inherent in the process of a student com* 
pletlng a questionnaire in a manner which will assure valid 
processing of the data* Each questionnaire should be "proofed" 
prior to processing in an attempt to provide data which la as 
"clean" as possible* Problems such as multiple responses to 
questions (i,e, yes/no type queationa), questions not answered, 
obscure iparks, incomplete questionnaires ^ etc. will noiMally 
be encountered. Also, "comments" and "other" statementa writ-- 
ten by students must be extracted, since computer programs do 
not normally process "narrative" type data. 

The "coding" of the questionnaires primarily coiicerns the 
completion of the appropriate boxes In the upper right-hand 
corner of the front of the questionnaires. After the student 
responds to the "major" blank, the appropriate major field code 
should be entered In the 4 code blocks. By combining the ap^ 
proprlate code numbers with the exact nomenclature of the col- 
lege's program areas, the data will appear In a much more usable 
format. The major field code table utilized may be the college's 
aym code listing or codes provided by the Texas Education Agency 
and/or Coordinating Board. However ^ for State reporting pur- 
poses, the list of major field codes provided by the TEA should 
be utilized* Regardless of what is used, a complete listing of 
the major field code table and exact nomenclature of your pro- 
gram areas should be provided to the individual who Is respon- 
sible for proceaalng the data. 

As can be noted by reviewing the TEA follow-up report form, 
the three types of coding (Course Type, Target Population and 
Level Code) appear in the same fomat on the questionnaires as 
specified on the State report form. Some abbreviation la uaed, 
but the eategorlea are essentially the aame, aa noted on the 
following page. 
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Course Type Code 
Coop 

Non^Coop 

Preparatory 
Target Population Code 

REG (Regular) 

DAVT (Dlaadvantagad) 

imCP (Handicapped) 
Level Code 

Post secondary 

Adult 

The TEA has previously provided defimitiona of the above 
terms although some problems still exist with the tams and 
their utilisation* 

The Term Date provides space to enter the last date of 
enrollment if a college so desires. This can coincide with 
the last month and year of the last semester attended if a 
college wishes to enter this information on the study's data 
record, Kie Mo (month) designation should be entered as appro- 
priate (01-12) with the Yr (year) designation entered as 76^ 
77 5 etc. 

The Completion Code blocks are primarily provided for 
use when conducting graduate surveys although this code may 
be used if a college wishes to COTbine certain degree program 
information (Associate in Arts, Associate in Applied Science^ 
Certificate ^ etc.) with major field code information. This 
completion code is not normally used with nonretu«ilng stu- 
dent surveys. However , if the college wishes to use this 
code^ the subsystem titled Graduate FollOT-up can be consulted. 

The Group Code may be utilized if a college wishes its 
data to be processed according to any of tto following cate- 
gories (0/T for occupational/technical majors, UT for uni- 
versity transfer majors, OTO for other majors such as unde- 
cldeds, and A/CE for adult and continuing educatl n students). 
The A/CE designation is for fom standardisation reasons pri- 
marily, since it may not be feasible to Implement this type of 
questionnaire on adult and continuing education students. 
This block, therefore, is not expected to be utilised to any 
great extent in this subsystem. 

The Special Code designation may be utlliEed in the manner 
of a college's choosing. Many colleges use this code to dis- 
tinguish between different cMapuses, extension centers, special 
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student groupings, etc. The code In this box (which caimot 
exceed one digit) can be alphanumeric (letteri or ntmbers). 
If this code is used, the person responsible for processing 
the data should be provided with information regardina the 
codes and their meaning. Other coding possibilities Involve 
the use of 6 -digit PICE numbers to enter the appropriate code 
of the college to vThlch the student has transferred (see 
question C-1 on the pink NRS questloimalre) . 
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PrQcesslng the Data 



The processing of the nonretuming student questionnaires 
by computer Is discussed In the accompanying DPM (Data Process- 
ing Manual). Of courses it may be appropriate (and perhaps 
desirable 1£ the nimiber of survey questionnaires Is small) to 
process the data manually. This consists of tabulating the 
number of responses to particular questions on sheets designed 
in a maimer similar to the CTies Included at the end of this 
subsystem section. Appropriate space has been provided for 
"totaling" responses and computing percentages. AlsOj the ap* 
proprlate Infomatlon at the top of each tabulation sheet 
should be completed. The manual processing of data is nor- 
mally not a large task^ especially If the number of question* 
nalres is small and the tabulation effort can be accomplished 
as the questionnaires are received or at periodic Intervals 
throughout the study period. 

If the data is to be processed by Individual categories 
(progr^ area ethnic group^ sexj etc.) the appropriate infor-- 
matlon should be entered at the top of each tabulation sheet 
and recorded accordingly. You must normally have an Individual 
tabulation sheet for each category ^ although different symbols , 
different colors of pencils ^ etc. have been used with some 
success . 
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Report Format and Reporting 



Although SIS's report formafts are functional, they are 
standardized to a great extent and, therefore, will appear 

dry to some Individuals. The report format and method of 
reporting follow-up Infornmtion is one of the most Important 
segments of conducting follow-up surveys. Many significant 
follow-up studies have been rendered useless (or made little 
impact) because the survey results were not presented in an 
easily understandable format. Of course, if the data is not 
utilized to any great extent, there was no reason for conduct- 
ing the study initially. 

The use of graphs and charts to display the data caimot 
be overemphasized. SIS suggests that the follow-up information 
of most significance to a local college be extracted from the 
report data and given special emphasis through charts, graphs, 
and other means. Considerable success has been experienced 
when a survey (using the same or similar questionnaire) has 
been repeated over a niunber of semesters or years. Utilizing 
this comparative data, an individual can graphically demon- 
strate trends or develop conclusions i^lch may produce infor- 
mation for predicting future data outcomes. Presentations to 
college personnel and meetings to discuss the results of the 
survey can also be used advantageously. In this maimer, verbal 
input can be received for any possible revisions or alterationa 
which should be made before the survey is conducted again. It 
is especially important to compute and report percentages of 
individual response Items In relation to the number of overall 
responses to a question. This Is normally not a difficult task 
with a calculator (although time-consuming) but Is considered 
"worth the effort" because of its ability to camaunicate to a 
large number of people. 
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Ey a lua t ion of the Survey 



SIS suggests that follow-up process evaluation be Included 
as an integral part of the operation of a follow-up system. By 
receiving Input" from the potential users of the data, one can 
make appropriate changes and/or alterations to such Items as 
questionnaire design, formatting of the report, the procedures 
utilized In conducting the study, the need to clarify, add, or 
delete certain types of Infomation, and other points of con- 
carn. One can also check whether the data is actually being 
used in a beneficial manner and. If so, the method of usage. 

On the following pages can be found suggested designs for 
aecurlng evaluations of the nonretuwiing student surveys. This 
evaluation form can be sent (along with the follow-up report) 
to the potential user of the data with a request that it be 
completed and returned to the individual who will compile the 
results of the study evaluation. After the forms have been re- 
turned, the results should be documented and utilized for 
conducting future studies of a similar nature. 
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TEX-SIS FOLLOW-UP 
Student Follow-up Management Information System 



EVALUATION OF NONRETURNTNr. fiT TrngMT a^m.r^Y 
Name " — — ■ 

Position ~ ' 



College/Agency 
Date 



Instructions: After completing the above Infomation oleacie 

of^^studf -"^ir^T "--^-^ youri:^°eva?uat In 
ui cne study and resulting data. 

^' inftn ^*^%*°}1°™S typ^roflu^verinfor^a^ 

tlon luce ^-^^ usefulness to you in your present post 
tion. Place the approprxate rank (1st. 2nd, 3rd, etc.) with 

As" ^'will1ot.'"f.'\^'''" useful, m the blocks pLv^ded. 
Tn «n note, the below types of information are related 

to specific questions on the survey instrument. ^e^^ted 



Ethnic data 
Sex data 

Primary educational goal 

Degree of goal completion 

Drop-^out/stop-out status 

Reason(s) for nonreturn- 
ing status 

Opinion of aducatlonal 
experience 

J Opinion of courses com- 
pleted 



Relation of emplo3mient to 
courses eomplated 

rn 

u /Usefulness of courses to 

Job performanee 



Jpri 



rior employment information 

e of transfer college 
and status 

Transfer problem areas 



Transfer credit hours 
accepted 

LJ History of college credit 
hours completed 



□ 



opinion of student 
services utilized 

Present employment status 

Present college enrollment 
status 



Relation of courses to 
career plans 

Future course interests 

Suggestions/coiaaents 



Other status Information 
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2. What addlticmal typeCs) of Information do you feel should 
have been collected from the survey population? 



3. In what way(s) might you be able to utilize this type of 
data in your area of responsibility? 



4. Do you have suggestions for improving thei 
a. Manner in which the report was analyzed? 



b. Procedures for collecting the data? 



c. Questionnaire (wording of questions, format, etc.)? 



5. Wiat is your overall rating of the survey In terms of its 
usefulness in fulfilling your own Individual needs for 
information. Check the appropriate box according to the 
below scale: 

1 2 3 4 5 6 7 
Very poor □ □ CD □ □ □ □ ^'«ry good 

Please use the back of this page for any additional comments 
you wish to make regarding the survey. Thartt you for your time, 
Please return this evaluation form as soon as possible. 

Ill' 13 
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Student Follow-up Management Information System 



EVALUATION OF OCCUPATIONAL/TECimiCAL NRS SURVEY 

tiame , . 

Position 



College/Agency^ 
Date 



Instructions: After eompleting the above l^ormationj please 
respond ^ this questionnaire according to your o\m evaluation 
of the study tod resulting data* 

1. Please ranK the following types of survey Infomation accord- 
ing to their relativs^usefiulness to you in your present poai- 
tim. Place the appropriate rank (1st, 2ndj Brd, etc) ^Ith 
1 ^ moat useful and 16^ l#ast useful, in the blocks provided. 
As you will note, the below types of information are related 
to specific questions on the survey instriment* 



Ethnie data 
Sex data 

Primary educational goal 

Degree of goal completion 

Drop-out/stop-out status 

ReaBOn(s) for nonreturn- 
Ing status 



Relation of emplojment to 
courses completed 

Usefulness of courses to 
job performance 



J Prior emplojrment information 



Present employment status 

Present college enrollment 
status 

1 Oth€jr status information 



History of college credit 
hours completed 

Relation of courses to 
career plans 

Future course Interest a 

Sugge a t ions / comment s 



□ 
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2, What addltlcmal typa<8) of InfowQaticm do you feal should 
have bean collactad from the sittvay population? 



3, In what wayCs) ml^t you be able to utilize this type of 
da^a in your area of responsibility? 



4. Do you have suggestiona for improving thei 
a. Manner in which the report was analyzed? 



b. prooadLures ^ar eoll^cing the data? 



Questionnaire (wording of questions , format , etc.)? 



5* What la your overall rating of the survey in terms of its 
ussfulneas in fulfilling your omi individual needs for 
information* Check the appropriate box Recording to the 
below scale: 

1 2 3 4 5 6^ 7 
Very poor CD □ □ □ □ CD □ ^©^7 Sood 

Please use the back of this page for any additional coiments 
you wish to make regarding the survey » "l^ank you for your time. 
Please rsturn this evaluation form as soon as possible, 
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STUDY 1 




Page 


DATEi 


N 0111*© turn a n 6" Qt"iif1pnt" 


of 


POPULATION : 


Section A - Part 1 





03 

Q 



EVEBYONE SHOWLD ANSWER 
raiS SECTION. 



m IWhat was your FRIHARY obiecElva In aCcendtng 
1 our two-year collegi? 



iot -\)Qh to'Be obtained^ 



37-1 



38-1 



Tq what excsnt has this objectivt hmm 
pitted? 



40 



do you plan to pur sua this objtctive further? 



I At QUf epllggc" 



Hov? much idueatlon is (or wss^ required to 
accoffiplish ycrtir educaclonal objagtiVe at our 
college? 



m 
o 



^^^L--^Tt#0"yaag agibeiatt degree prp gram 



What vai y©ur prlnalpal raasoa for MOf ra- 
anrolUng at our cQllege thii aemtatar? 



48-^1 



49-1 



jQoiOplattd neadad_€purae8 



^^Trjfisfgrgga CO araothar Collage 



i^^^------ — 

. ^^FQUtid Job Xn oecttpatlan ra lated to^ 



^-"ij p^anciaIIg€agQ ng~^ 

^-^L_JC^ange e£ giiidenee 



at thla^Qlleje^ 




Ggada problias 



Pi sea t ia fled uLth Ifls t me t im 



piasatlggiad filth cQn£gnt of aoursas 



JPagi^al/fylly llliiess or j.nju^ 



^1 



llZj Other, ( da sg r IbeX; " 



6 



i^hich sCatamant btst dascrlbai yQug fciiini about 
yeut educational exparlenea at owe collage? 



61- 



Very satla f lid 



Sat iff lad 



Sautral 



4LJDis appolneed 



Vety disappointed" 



60 
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SIS TABULATION SHEET Page 

Nonreturning Student 
Section A - Part 2 



IJ JSM SfiH£ Cpfflpieted ^y^gg^ in ypuy ^JOR FIELD 
0F_ STUDY p least rate chfem according to how well 



thev fulfillid your indivlduaL n#eds, itudgnta 
with '*und ectjgd/undeclargd" malers should akls to 
ft_gjLt_ quest lonT Very " 

. ■ ■ - ■_Ggpd Good 



a.Qualicy of Itis cruE tldn 



b .Grading/Testing 



c .Initructor tT^tert-st 



d,CcnC6nc of eours^Cs) 



a, Inst actional media 



f^CLass mime 



8 



If y:o\i h_ave_ used of below ceUgg^a sarvicgs 



please rate ehero according to how well they ful- 
filled youif individual needs. „ 

very 

-_ - - ^ Good Good 



diflnanalal aids 



b * Gotjii sf 1 Ing 



CiJob placerotriC servlcta 



d. Course advla^ffiint 



e^rutorlng servlcei 



f .Veterans servLeei 



g. Learning lab/pJekages 



h, Student acttvitlei 



Library services 



yWhich one of the below b_gg_c deiertbei your present 



34H 
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j Jap Igyej ^ f u 1 1 j 



JlaajlQj^d^ part time 



Uty 



Military, full time act ive d 
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Neutral 



Poor 



Very 
Poor 



Neutral 



Poor 



Very 
foot 



STUDY I 



DATE: 



POPULATION 



SIS TABWATION SHEET Page 

Nonreturntng Student o£ 
Section B 



6fl 



a 



m 
o 




IP YOU HA\ne BEEN EMPLOYED 
SINCE YOU LIFT Qm COL- 
LEGlj PLEASE AHSWER TOIS 



A. IF YOU ARE CURRENTLV EMPLOYED , is yout 
you have cpmpleCed at our collage? 



40; 



^^ ^sn^Sglly related" 



arm 



#5 , clpaely r eXafcg^ 



B^IF HQ, have you been employed in an occupa 
tion related to che courses you cOmpleCed 
at our coliiga ilflcj you left o_uy cQllegj ? 



^L^Yga, dltf€c~Ely ralstgd 



4h 



>IF_HQ, Qo Seetion C) 



2 



Please chtck below If the CQyfie(s) you took 
aC Our aaili^i helped you in your ooaupacion^ 
al ares In any o£ the following wayi^ 



45-1 



Hgipj4__pgrfQrman£e_ on p raaan^ j q!^ 



Hglped adyanee on pregent_AQb_ 



JNona_ oj^ jhe above 



44-lLJQther (d escribe). 



How would you rata tha cralnlng you receivid 
ac our colliga in relation to its uitfulnesp 
to you lii parformlng your job? 



ood 



aL^gpod 



if 



gL^Weutral 



Houid you r^Q^^efid the oouria(s) taken at 
our QOllega to others ^ployed In posltioni 
similar to yours? ^ 



4«- 



Mare you ai^l^yed In your oocupacional area 
gRiQR to enrolling trt the course(i) complac^d 
at our college? 

"iLJNq " 



ERIC; 



57 



STUDY: 



POPULAriON i 




SIS TABULATION SHEET Page 

Nonretumlng Student of 
Section C 



IF YOU HAVE ENROLLEO JM MOTHER 
COLLEGE SINCE YOlJR ^:l^EOLL^ffiN^ AT 
OUR COLLEGE, PLEASE ANSWER THIS 
SECTION. _ 



WhaE is Che naae of your current (or flioit 
recencly attended) college? 



5 



50 

a 



Did you have prsblune Cransfefring £o the 
eollegi indicated above? 



fe4HL_lOther (deacriba) 



How many credic hours eariied at our eollage 
vera not accepted at the coHage indicaced 
above? 



IL^All credic^rhQurs^^ceptey 
IL^Lost 1-3 credit hpu^s ~ 



3i_jLosE ^ 



6 cradl e hours 



12 cre dit hours 



j^jLo^t T3^"_2i credit hour g_ I 
g-^Jfegj^mpyg that glc red! t~ hour a 



in your aplnion, hm^ wall did out collage ptmpAr^ 
you for aontinuing your education? 



Goda~ 



j^^Vary poar" 



Jl IQM flg^ currently enrolled jfl eQllege > pleait 
indicate your current gtatus and crasilficattcn 
at the college ifidieated above. 



Status 



^ ^ ^ ^ Claflaifieatimi _ ^ 
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DATE: 


Nontetui*iiiiie S tiident 


of 


POPULATION : 


Section D 





6£f 

d 

I 



m 

O 
H 



1 



ALt SrUDlNtS SHOULD 
AHSWIR mt$ SECTION* 



AppfOKlmacely how miny Gredlt hours have you 
completad at our ceLlegel 



2 



Kone 



1 - 10 



, 31 
UJ41 z 50_ 



How do you m%m the sourse(s) Gompleted at our 
college in terms of your career plans i 



j^jL^^i_^^adlifcej _ j^ggc feenijlc_ 



.^-iLZje f indireQt be nefit 



Are you InCeradtad Lb taking oEhpr couriee at 
our eollegi? Yoii say include caurses not pre^ 
sently offertd by our collaga* 



LJhd ^ 

what eourg* 
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STUDY: 


SIS mmATION SHEET 
Occupational/Technical 
NRS 
Section B 


Page ^ 

of 


DATE: 


POPULATION : 






IF YOU HAVE BEEN EMPLOYED 
SINCE YOU LEFT OUR COL' 
iBGEs PLEASE ANiWEE miB 



A vXP you ARE CURRENTLY EHPLOYED . Is your 
ptmmnt occupation rflated to the eeuries 

^'' ^^^jflgect_Ig~ge la t i j ----- 



^^J£ Sfl» hav€ you betn employed In an oceupa- 

tioft Jftlated to the EOufSaa you completed 
^aj^ QUy col^lgge singe you Igft our Cgllje^e? 

tX^5j__glotely laced 



Pifeast eheek below if the coursa(a) you cook 
a£ our college helped you in your occupation- 
al ares In any of the following ways. 



Bg_lggj_jadyance on pyeient lob 
Hone of the above 



describe) 



How would you rate the training you received 
at pur college in relation to Iti usgfulnesi 
to you in petfomtng your Job? 



Would you recorwiend the eourse(s) taken at 
our college to otherfi employed in posiclona 
ilmllsr CO yours? 



Were you employed in your oeeupational ares 
^ygR to enrolling In the courie(s) completed 
at our college? 
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Occupational/Technical 
NRS 

Section C 


Page 

of 


DATE : 


POPUlATIuN I 
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TEX- SIS Subsystem IV 
Procedures Manual (PM) 



SUBSYSTEM IV 
GRADUATO POLLOW-UP 



Population* May Include thosa students who complete 
degree or certificate/diploma programs (both univer- 
sity transfer/academic and occupational/technical) 
docimanted in the college catalog. 



Suggested Questionnaires : 

(GRAD-1) 1st Year Graduate (F04-1-G) Green 

(GRADES) 3rd Year Graduate (F04-3-B) Gray 

(GRAD-5) 5th Year Graduate (F04 -5-C) Gold 



Type of Data Collected i 

Thm above three questionnaires collect Che below types of 
student follow-up information: 

1, Attendance object ive(s) 

2, Bex and ethnic data 

3, College enrollment status 

4, Employment status 

5, Relation of employment to prograni completed 
Prior amplojnnent in area related to progr^ completed 
Opinion of progran completed 

8* Opinion of student service (s) area 
9, Name of transfer college and status 

10. Transfer problems areas 

11. Usefulness of training to Job performance 

12. Salary Information 



6, 
7, 
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13. 



Job title and name of employer 



14. Reason(s) for non-relationship of employment to pro- 
gram completed 

15. Relation of program completed to career plans 

16. Suggestions for improvement o€ program and/or services 

17. General comments 

18. Opinion of educational experience 

19. Job outlook information 

20. Mobility information 

Although SIS follows up a variety of different populations, 
it is recognized that the group of students most conmonly fol- 
lowed up is program graduates. Because of this fact and the 
realization that, because of the length of time a program grad- 
uate has enrolled in an individual college, he or she is proba- 
bly better oriented toward having an educated opinion of the 
college's operation. By following SIS's suggestion of following 
up graduates after the first, third, and fifth year, an institu- 
tion can gain an insight Into the student's status (employment, 
continuing education, job satisfaction, pbtaining another degree, 
etc.) after an enrollment period at the college. 

The first year graduate fom (green) can be utilized to 
follow-up one of the populations about which the Department of 
Health, Education, and Welfare request information. HIW defines 
these students as: 

"Students who successfully completed the required 
sequence of vocational Instruction in their programs 
of study and graduated," 

The specific sections which treat the above population for 
State reporting purposes are question A-2, question C-1, and 
selected portions of the information contained in the section 
titled For CQllege Use Only on the first year graduate form. 
These questions are also contained on the third and fifth year 
graduate form although this information is not State reported. 
However, by including this Information on all graduate forms, 
comparisons by year can be made if a college so desires. As 

IV-2 
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noted previously^ the questionnaires have been designed for 
both occupational/technical and university transfer/academiQi 
ai-though information Is requested by the State on oceupationtl 
technicftl studeits only. 
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Data Collection Procedures 



For a complete discussion of the proG-edural operation of 
this subsystem, San Antdnio College's Gra4uate Follow-up and 
Del Mar College's Follow-up MethodQlogy subcontractor reports 
should be consulted. These reports give a detailed descrip- 
tion of this subsystem and provide £ecommendatlons for a com-^ 
prehenslve follow-up system for graduates. Also, each of the 
above subcontracts have an additional questionnaire which has 
been tested and can be adapted to another institution's iise* 

From a cost-effective standpoint^ the. higher rate of re- 
turns is normally obtained with an initial first-class mail- 
out, a post-card reminder 6-8 working later, and a final 
letter (with another instrument) being sent out 8-10 working 
days later, T^ephone interviews can bs conducted to increase 
return rate^^ A cover letter on college stationery and a 
postage-paid 5 pre-addressed envelope should always accompany 
the instrument. 

The updating of addresses for third and fifth year follow- 
up studies is a troublesome task. Although it is recorrmended 
that considerable effort should be put forth to obtain correct 
addresses 5 you should expect to receive a large number of re- 
turned "undeliverables. '* "ttiis Impacts response rates signif- 
icantly and lends credence to the necessity of assuring that 
students who do receive the questionnaire be given every oppor- 
timity to respond. For this reason ^ it is advisable to make 
,a fourth mailing on third and fifth year follow-up studies 
with phone interviews if time permits. 

The three graduate questionnaires have been designed to 
facilitate a ''stick-on" mailing label which can be used as 
the actual postal address and will show through the window 
of a regular window envelope. The mailing label on the in- 
strument can also be used for monitoring returns and deletes 
the requirement for the student to enter the information. 
Three mailing labels will be required for some students who 
do not respond after the initial mall-out and postcard remind- 
er, A complete list of population names and addresses will 
be helpful in monitoring returns* Aloo, for proper identifi- 
cation purposes 5 it is helpful to include a student identifi- 
cation number (such as the social security nianber) on the 
questionnaire or mailing label* When folding the questionnaire , 
be sure that it is folded in a manner which will allow it to 
be returned easily in the smaller postage-paid , return envelope* 
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For cost information relating to mtH-out surveys, Navarro 
College's Follow- up Costs repott should be consulted. 
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Preparing the Data for Processing 



Provisions have been made by SIS to process the data in 
this subsystem by either manual or computer techniques* Regard* 
less of the method ©f processing^ careful consideration of the 
data to be introduced for processing must be given. As one 
could readily imagine , there are a large number of problem 
areas Inherent in the process of a student completing a ques* 
tiomaire in a manner which will assure valid processing of 
the data. Each questionnaire should be "proofed" prior to 
processing in an attempt to provide data which is aa "clean** 
as possible. Problems such as multiple responses to questions 
(i.e. yes/no type questions) ^ questions not answered^ obscure 
markSj incomplete questionnaires ^ etc^ will normally be en- 
cotmtered. Also, "comments'* and *'other" statements written by 
students must be extracted^ since computer programs do not 
noTOally process "narrative" type data* 

The "coding" of the graduate questionnaires priiiiarlly con- 
cerns the completion of the appropriate boxes In the upper 
right-hand corner on the front of the questionnaires. The 
student's major field code (If applicable) can be entered in 
the 4 code blocks. By combining the appropriate coda numbers 
with the 8Kact nomenclature of the college's program areas ^ 
the data will appear in a much more usable format. Thm major 
field code table utilisged may be the college's own code listing 
or codas provided by the TeKas Education Agency and/or Coordi- 
nating Board. However ^ for State reporting purposes, the list 
of major field codes provided by the TEA should be utilised. 
Regardless of what la used, a complete listing of the major 
field code table and exact nomenclature of your program areas 
should be provided to the individual who la reaponstble for 
processing the data. In addition to the coding, the appropriate 
alphabetical code according to the below tablt should be pro- 
vided on each program area and entered in the block designated 
as Completion Code on the quest iomialre if you wish the data 
to be processed in this manneri 

A * Associate In Arts 

B - Associate in Applied Arts 

C * Associate in Artf. and Sclencea 

D - ADsoclate in Appiied Arts and Sciences 

E * Associate in Business 

F - Associate in Applied Engineering 

G - Associate in Engineering Science 

H - Associate in General Education 

IV-6 
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I * Associate in Science 

J * Asaoclate of Science in Teclmology 

K - Aaaociate in Applied Science 

L - Diploma 

M - Certificate 

N - Associate in Fine Arts 

The Special Code designation may be utiLl2ed in the manner 
of a college- s choosing. Many colleges use this code to dig- 
tinguish between different campuses p extension centers ^ special 
student groupings^ etc. If this code is uaedj the person re* 
sponsible for processing the data should be provided with in* 
formation regarding the codes and their meaning. The code in 
this boK (^hich cannot exceed one digit) can be alphanumeric 
(letters or numbers)* Other coding possibilities involve the 
use of 6 digit FICE nimbers to enter the appropriate code of 
the college to which the student has transferred (see question 
B*l on the questionnaires) and the use of 6 or 8 digit occupa-^ 
tional titles on question C*2 of the questionnaires. The oc- 
cupaticnai titles utilised may be those designated by the De- 
partment of Labor or IJ. S* Office of Education* If the college 
desires to code the occupation titles ^ a complete list of the 
code numbers utilized and nomenclature should be provided. 

As can be noted by reviewing the TOA follow-up report form^ 
the three types of coding (Course Type^ Target Population and 
Level Code) appear in the same format on the questionnaires aa 
specified on the State report form^ Some abbreviation Is used^ 
but the categories are esseritially the samej as noted below: 

Course Type Code 
Coop 

Non-Coop 

Preparatory 
Target Population Code 

REG (Regular) 

DAVT (Disadvantaged) 

HNCP (Handicapped) 
Level Code 

Postsecondary 

Adult 

The TEA has previously provided definitions of the above terms 
although some problems still exist with the terms and their 
utilization. 
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The Term Date provides space to enter the last date of 
enrollment If a college so desires. This can coincide with 
the month and year of the student's graduation if a college 
wishes to enter this Infornfltton on the study's data record. 
The Mo (month) designation should be entered as appropriate 
(01-12) with the Yr (year) designation entered as 76, 77, etc. 

The Group Code may be utilized if a college wishes its 
data to be processed according to any of the following cate* 
gories (O/T for occupational/technical majors, UT for untver- 
slty transfer majors, OIH for other majors such as undeqldeds, 
and A/CE for adult and contliiuing education students). The 
A/CE diesignation is for forni standardization reasons primarily, 
since it may not be feasible to Implement this type of ques- 
tionnaire on adult and continuing education students. This 
block, therefore, is not expected to be utilized to any great 
extent in this subsystem. 
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processing the Data 

1^ Hi!!?^ processing of the graduate questionnaires by computer 

OS coursrIt'Lf b Proceasinl Si) 

m«nh!r^F' ^ ® appropriate (and perhaps desirable if the 
niMber of survey questionnaires is small) to process tL dJ« 

and computing percentaees Ai i-u^ „ ^<.^^^nu responses 
at the ^on nl if^k ? u f . ' appropriate inforaiatlon 
mlJ^i ^ ? ^ tabulation sheet should be complected 

tlon^Jln^ u^^ °^ questionnaires is snaU Sod the tabuU- 

Jefv J n be accomplished as the question,,: .es are re- 

cej^ved or at periodic intervals throughout th. study period 

If the date is to be processed by Individual cateeories 
(program^ar^ ethnic group, sex, etcf) the approprlatf S?or 
and ^cord^i** " tlLlation staff 

difSrenrca?or, f category, although different symbel^ 

sucfeS pencils, etc. have been used wltl) eo^ ' 
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Report Forciat: and Reporting 



Although SIS's report forniata are fuftctionals they are 
standardised to a great extant md^ thereforej ^111 appear 
"dry-' to some individuals, Iti^ report foti^t and method o£ 
reporting loilow-up InformatlonL Is one o£ the most important 
secants of conducting follow-up surveys. Many significant 
follow-up studies have been rendered useless (or oiade little 
impact) because the survey results %^ere not presented in an 
easily understandable format. Of course ^ if the data la not 
utillEad to any great extent, there was no reason for conduct 
ing the study initially* 

The use of graphs and charts (especially in third and 
fifth year £pllow-*up studies) to display the data cannot be 
oveMRptjvi^ed. SIS suggests that the follow-up Infomatlon 
of most slgntf leaner ^o a local college be eKtracted from the 
report data and glv«i special emphasis through charts, graphs 
and other nieans. Considerable success has been experienced 
when a auirvey (using the same or s^llar queatlonnaire) has 
been repeated over a nun^er of seme iters or years. Utilising 
this copapa^at^ve dataj an Individual can graphically demon* 
strata trends, or develop concluslona vAich mmy produce infor-' 
mation foj: predicting future data outcomes. Presentations to 
collage pajgonnel and meetings to diacuas the rasulta of the 
survey can also be used advantageously. In thtfe manner^ ver- 
bal input can be received for my posalble revisions or alter 
atlons iiyhich should be made before the survey in conducted 
again. It is especially important to compute and report per- 
centagea of individual response dtaias in relation to the num* 
bar of overall reaponsea to a question. This la normally not 
a difficult taak ^ith a celculator (although tlffie*conaumlng) 
but Is conaidered "worth the effort" because of its ability 
to comnunlcate to a large number of people, 
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^^^fS^^^SSescs Ch«t foUc?w-vp pirOft^^^ ^Valuation be Included 
as an mtepftl p^yt o5 the opetmtim 0. foUow-up system Iv 
receiving Inpac f^o^ the p^centia of the daL "^^ne can^ 

make propi^ce eh^^g^g ^^/^^ afcepACi^s to such iteSs If 
questlonnaipe design, structuritig of ftng ^ett^i-t tL «t« ^ 
utilised In t^^rtA'.ifX^^a. *.u , ® iepo«, the procedurea 

uciAwea in con6mtXn% the study, Che need to cLarlfv add or 
delete cercaiw types of Infowtiort, ^d^ther polnts'of fon 

^iJT^'^^T^^^ "^^"^ CH^l'tftf actually beJnr 
used m a beflefl^a ffi«i„.^ ^4, if tt,^ ^^.^^^ of'^usage 

foUwlng pages he touiid suggested designs for 
securing evaXuatiOflfl of the gradta^ce sw^^y? ThL evaluLlon 
form can be s%nt (Atottg vlth ch. £oXlo%.«p report) to thfpo 
tential user of fche deta ^.tfch a reqXi%^t fcLt it be comnlL^H 
and returned to ttidlvlduat vbo vtU S^pile the resiuf of 
S^.l.'''^''^?}^^^^?"' fo^ftS ^^^.fbeln returned thf 
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TEX-SIS FOIXOW-UP 
Sttadent Follow-^up Management liiformattoxi Syst^ 



EKLC 



EVAMJATIOK OF GRAD UA_TO^ SURVEY 



Foattlon 
Pace. 



InBtriictionB I After complatlng the above Infortoatlonj please 
respofid to chia questionnaire according to your omi evaluatloii 
of the Btndy and resulting data, 

1. Pieaafi rank the foljlowlng types of survey infortoat Ion accord- 
tng to their relative usefulness to you In your present posi- 
tion* Place the appropriate rank (Istj 2nds 3rds etc.) with 
I - most useful and 22 ^ least useful ^ in the blocks provided. 
As you note 5 the below t3npes of information are related 

to apeolflc questions on the survey instrument* 



^Ethnic dats 
Sax data 

Attetidsnce objective 
freaetic €aiplo3ment status 



Relation of employment to 
program completed 



Job title and employer 

□ Usefulneaa of program to 
Job performance 



Prasatit college enrollment 
status 

Other status information 

Oplnloti of program com- 
pleted 

Opinion of atudent 
services utilised 

Nm© of tranafer college 
and status 

Trwisfer problem areas 

Transfer credit hours 
accepted 



Salary information 

Prior employment Information 

Job availability information 

Reason(s) for emplojrment not 
being related to program 
completed 



J Relation of program to 
career plans 



Future course interests 
Suggestions/comments 



Opinion of academic prepara* 
tion for transferring 75 
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2. What additlOTial type(s) of information do you fael should 
hava been collected from the survey population? 



3* In ^hat way(i) might you be able to utlllEa this typa of 
data in your area of raaponaibility? 



4. Do you have suggest ions for improving thei 
a. Manner in which the report was analyiged? 



Procedures for collaeting the data? 



c. Questlonnalra (wording of queation8i fomatj etc,)? 



5* What is your overall rating of the survey In terms of its 
uaefulttsss In fulfilling your own Individual needs for 
information. Cheek the appropriate box according to the 
below scale I 

1 2 3 4 5 6 7 
Very poor □□□□□□□ ^^ry good 

Plaaaa use the back of this page for any additional coimients 
you wish to make regarding the survey. XhaiJc you for your time. 
Please return this evaluation fona as soon as possible, 
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TEX-SIS FOLLOW-UP 
Student Follow-up Jtenagement Infomatlort System 



EyALmTION OF GR^UAm SURVEY 



Poaltion 



College/Agency^ 
Date 



lag truce tons i_ After completing the above infonaatlons please 
respond to this questionnaire according to your own evaluation 
of the study and resulting data. 



1* Please rank the following types of survey Information accord- 
ing to their relative usefulness to you in your present posi- 
tion. Place the appropriate rank (lit^ 2nd, 3rd, etc.) with 
1 ^ most useful and 20 ^ least useful^ in the blocka provided. 
As yoM mil note, the below types of Information are related 
to specific questions oa the survay Instrument, 



I lEthnl c data 

CDs., data 

Attendance objective 
Present emplojraent status 



i..,..^ Pves^nt college enrollment 
status 



Job title and employer 

Usefulness of program to 
job performanee 

Salary Information 

Distance of residence from 
college 



ler status information 

Activities since completing 
program 

CD Name of transfer college 
and status 



Job satisfaction infoCTiation 

Relation of program to 
career plans 



Highest degree held 

CZI Grade point average at 
transfer college 

elation of ^ployment to 
program completed 



Rec.ion(a) for employment not 
b^txig related to program 
completed 

Credit how^^s completed since 
graduation 

Suggastions/coEments 



EKLC 
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2. What additional type(s) of informatioti do you feel should 
have been collected from the survey population? 



3. In what way(s) might you be able to utlliae this type of 
data in your area of responstbiltty? 



4. Do you have suggestions for improving the*, 
a. Manner in which the report was analyzed? 



b. Procedures for collecting the data? 



e. Questionnaire (wording of questions, format, etc.)? 



5. What Is your overall rating of the survey in terms of Its 
usefulness In fulfilling your own individual needs for 
information. Check the appropriate box according to the 
below scale i 

1 2 3 4 5 6 7 
Very poor CD CD □ □ □ □ O Very good 

Please use the back of this page for any additional conments 
you wish to make regarding the survey. Thank you for your time. 
Please return this evaluation form as soon as possible. 
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tEX-SIS FOLLOW-UP 
Student Follow-up Management Information System 



EVALUATION OF GRAD UATE -5 SUR^Y 
Name 



Position 



College/Agency^ 
Date 



InatructlQns| After completing the above information, please 
respond to thta questionnaire according to your own evaluation 
o£ the study and resulting data* 

1. Please rank the following types of survey information accord- 
ing to their relative usefulness to you in your present posi- 
tion. Place the appropriate rank (Ist, 2nd, 3rd, ate) with 
1 ^ most useful and 20 ^ least useful, in the blocks provided* 
As you will note, the below types of information are related 
to specific questions on the survey instrument* 



Ethnic data 
Sex data 

Attendance objective 

Present employment status 

Presanc college enrollment 
status 

Other status Information 

] Activities since completing 
progrMa 

Name of transfer college 
and status 



CZ) 



Job title and employer 

Usefulness of program to 
job performance 

Salary Information 

Distance of residence from 
college 

Job satisfaction information 

Relation of program to 
career plans 

Reason (a) for employment not 
being related to program 
completed 



Hi^est degry*^ held 

Grade point average at 
transfer college 

Relation of employment to 
program completed 



Credit hours craipleted since 
gradiiatlon 



Jsu 



ggestions/cOTments 



EKLC 
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2, What addlttonal typeis) itiformatlon do you feel should 
have been collected £^ ^= ^ ^ urvey population? 



3. In what way(3) might you be able to utilize this t;^e of 
data in your area of reaponaibiltty? 



4. Do you have suggestions for improving thei 
a. Manner in which the report was analyzed? 



b. Procedures for collecting the data? 



c. Questionnaire (wording of queatlonSj format^ etc,)? 



5. Wiat is your overall rating of the survey in tems of its 
usefulness in fulfilling your own Individual needs for 
information. Check the appropriate box according to the 
below scales ^ 

1 B 3 4 5 6 7 
Very poor [— ) ujt) □ □ □ CIj Very good 

Please use the back of thla page for any additional comienta 
you wish to make regarding the survey. Thank you for your time. 
Please return this evaluation form as soon as poasibl^^. 



IV-17 

80 



STTOYi 



DATEi 



SIS T^UIATION SHEET 

Gradiiftte-l 
SecClon A 








1 














m 


m 


m 




0 




H 



EVERYONE i!lOULD ANSWER 
HilS SECTISH* 



1 



What was your PRIMARY objietlvc in stctndlng 
our two-year collage? 



Whieh one of the bml&w bgpt daserifees your 
prasenC status? 



- W l lEmployed, full tfaae ^ 

I <aH^3HmfiryV lull tinS active d ues 
^3-irLlJgpncinuing^ edueatlon at hlgfi^ji^ levil 



5j^^(^-Jy naval lab ie^or^mp^ 



Plaasa rate those e ours eg In your mAot field of 
stjj^y according to hew well they fulfilled your 
ovn Individual needs. Very 

peod _Qood 



i*QualtEy of instruction 



b. Grading/Test ing 



c, Instructor Incarest 



d*Content of aourseCs) 



e. Instructional Hadla 



fp Class size 



Neutral 



Poor 



Vmvy 
Poor 



jPlaast rat^ only chose gollagt servioeg^elow 
Jchat you have utilized aecerdlng to htm wall 
thay fulfilled your own Individual neede. 

Very 

Good .. Oood 



a,Flnancial aids 



_Keutgfll 



JPeor 



Very 



erJc 



Counseling 



Pldgiment assistance 



Course advisement 



Tutoring services 



Vetermns services 



Learning lab/packages 



itudent activities 



Library iervices 
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STUDY J 



DATE 5 



POPULATION; 



SIS TABULATX^ SHEET 

Graduate- I 
Section B 



Page 
of 



Ml 



CO 

o 









IF YOU ha\^ enrou^p in j 

MOTHER COU^GE SINCE tOUE 1 
iNROLUfiNT AT OUR QOLLieE, 
PLlAiE MSWEE THIS SEOTI^* 


ill 








1 


recently ascended) cGllage? 



in 
Id 



f 



Did you have preblemi tranif er ring to the 
cslliga indlcmtad above? 



hours 



A^i ss .ton prob l#mi_ 
Q tb (de 8C g lb e^ 




How Bany eyfdlt hours aamad at our college 
were not aoaepCid at the college indicated 
above? 



Dai l _credi_t_ho Urs aeGepted 



_3_cyedit_ hgu^i. 



6 credit hours 
IZV cyidit houtf § _ 
^21 credit houri 



□Lest more than Zl crgdifc hourg' 



4 



I^ veu art eurranfely eoxQlled in cellege^ 
pleaie indicate ynur current status and 
claisif ication at the college indieaced abov#. 

Status eiassigieaciort 




How well did che eourses you aoiflpleted at our 
college prapare you for continuing your educa" 
tionf 

but all areas could have been befcteir 



F Jmv pre 
UjHy pre 
^JGood_ii 
^ jFair. ] 
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STUDY: 



DATE: 



POPULATION : 



60 

ft 



I 



05 

m 

Q 



SIS TABmaTION SHEET Pa 

Graduate- 1 of 
Section G - Part 1 




IF YOU HAITI BEEN EHPLOYID 
SINCE YOU LEFT OUR COL- 
LEGE, PLE.AEV ANS!^R THIS 
SECTION* 



A . I F YOU CURRENTLY UgLOYED . is your 
prgsant Dceupatlon related to the courses 
you have eompleCed at ou r college? 

direetiy related — — " ' ' 
closely related""^ 



Yes, 



No 




"'iZi^i have you been employed in an occupa^ 
tion related to the coureei you inlr->^d 
at our coll ege since you lett our . e? 
^ ^JYes,^Brec£ly reiated^ ~ " -~ 



Yei ,~closeIyrelated 
}No (IF HO. Go to leftig^ 



Please complete the information below regard' 
Ing cUe oecuprition related to the cDurses 
coiEpletc^d a£: our college. 
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STUDY; 



DATE: 



POPULATION ; 



.s 



Ed 

Q 



SIS MULATION aiEET 

Graduate- 1 
Section C - Part 2 



Page 



of 



How would you rate chg training you received 
at our collage in relation to lea usefulnoge 
to you in pGrforming your job? 




PI case ch^ck bftlow if the course (a) you took" 
at our GOlieg^ helped you In your occupation^ 
al area lin any of the following ways. 





m 






















u 




O 




H 





^^"^L - jHe Ijaed^to _obtain_ lob" 



46H[ 



iHelped perforronce on present job 
Jielped advanca ^n _pr_egent fob 



^'^C nHone of the abovi 



_4?-i| lOther (deser^ b^): 



5 



if ^QM MS employed lull ^ time , please 
indicate your approximate average monthly 
salary ranie (grois) below. This Informa- 
tion, when eoffibined with other m^bera of 
your graduating class, will provide va1u» 
able information to other individuals in 
career planning. 




Were you employed in your occupational area 
PRIOR to enrolling In the courses completed 



at our college? 



3 



jNo 



J Yea 



How would you rate the availability of jobs 
in your occupational area? 



S2H 



> U,_Jyeyy_ good" 



J Good 



JNeutra 1 



J Poor 



JVery pQoy 



1*. 
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STUDY: 



DATES 



POPULATION I 



SIS MULATION SHEIT Page 

Graduate'- 1 of 
Sactlon D 



50 



m 
o 



EVIRYONE SHOULD ^SWIR 
raiS SECTIQK. 



o 



a 

5 



If your oc€upational area is not related to the 
eoursea you hav# complqEed at cur collega (aa 
Indlcaced in Section C) please check eaoh reason 
which applies If occupaCl'snai area is ralaced 
CO courses completed, go to Quastion 2* 



i Tran sferred to a f our year _c6lltige 



Not auff teientlv qua lified f Qr_ a J ob_ ti\ mY 



field of college preparatiert 



Freferr^d to work In anothar field 



Fowid better paying 1ob_ in_anoEh^^ f±ml6 



Could nqt find a Job In field of preparat_ign_ 



iWorked pf^^^i^ouslv 1^ f J,^l,d pf p^^p^ratlon. 



but changed 



^9^1 JOt htr (d#gerroy 



s 



How do you ume thm couriei completed at our 
collect in terms of your career plwsi 



fe^'-i^ ^^ Jof _lgng tersj _dir€Ct_b_enefi_t_ 



^ §.1-11 To 



f indirect benefit 



f_fi j btnefit 



Ar# you inLeraited in taking otKjr coursei at our 
college? Y^u mmy include coursea net preiently 
offered by our college* 



No 



lteB^_what cn ^jreeCa) 
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DATE: 



POPULATION ! 



f 



m 
m 
o 



SIS TABULATION SHEET 

Graduate-3 
Section A 



Page 
of 



EVERYOKE SHCtiLD ANSWER 
THIS SECTION. 



TWhat was youg g^Ij^K f^yj^Tivfi in atcendini 
our tv7o-yeeir college? 



&0 

I 



34- 



US- 



37- 1 



Iffiprovemg nc of exlgtln^ '' j_gfa_gjs^Jiff_'' 



Unl v€ r bL ty an i f je r o^t d i t 



Pe g'ia I In t egg ic_ 



IJhich one of £h<i below best d#acribes your 
presenc gtatuoi* 



3^1 



40- 



} Emp loy ad ^ I ul I t igf_ 



^1 
43=1 



Mllttary^ full cima _acj:tyg_ duty 



44-1 



Continuing^ educat Ion ^t^hl^her level 



Please indicate that accivlCy In which you 
^EKi gSO-gt- inyolyed during each of Che below 
yf^ars gJEteg you Gompletad your course work 
at our ooliege, 
2nd 



Attending collage (4 yr.) 



Attending college (other) 



Working in field related to 
couries completed at our 
college 



Working in other ile^,' 



Unevnployedi looking for job 



linemployed j not looking for 
Job 



Other (describe)^ 



How well did the courses you coffiplet'id at our 
college prepare you for the above actlvitien? 



iUJMy pre paratlon was excellent 



spjGood iome artas on ly 



4l ^ JFalTj but all areas could have been 



becter ^^^^ ^ _ , 

SL „ IMy preparation was inajeguate 
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STUDY; 



DATE^ 



POPULATION 



I 



fH 

O 
H 



SIS lABUlATION aiEET 

Graduate-3 
Section B 



Page 

of _ 



IF YOl' HAVE ENROLLE^ IN 
ANQraEE COLLEGE SIN J YOUR 
ENROLUffiNT AT OUR COLLEGE, 
PLEASE ANSWER THIS SECTION. 



What 1b the name of your currenc (or most 



















m 


m 










t 






& 





a. What Lb Uhe highest degree you new hold? 
HARK IN COLU^fl^ B - jiiaa«_ 



Associate (A,A, , A*A,S,, A*S,, ate*) 



Bachelor'g Degrae (B.A.j mtc.) 



Haster'a Degree <M*A. ^ H.i.j ate*) 



Ph.D. or Ed.D. 



M*D,, D.Q*, D*D*S*, or D*V*H, 



LL*B*j J*D* (Law) 



B*D, or M.Div. (Divinity) 



Oth^r 



b.WhaE are your future degr#e plans? 
^^Mark in Coliann A 



e*ln what field of study is the 
highi^it degree you now hold? 



3 



What li (was) your overall grade point average 
in your transfer college? 



ERIC 



W 3L_J2.0 - 2.9 



4 13.0 - r.r 



If ^nu are currently enrolled in college , 
please lndi€aCe your current status and 
ylasslf icetion aC the college indicated above. 
_ Sta tug _ _ GlassiflcaCian 
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(Less than 11^ h^yg 
JFull-tlme student 



i 12 or more^ houra 



iC j Senior 



Graduate afcujent 



Mm 



STUDY! 



DATE; 



POPULATIOT ; 



SIS T^ULATION SHEET Page 

Graduate-3 of 
Section C - Part 1 



O 
H 



11611 




IF YOU HAVl BEEN IMPLOYED 
SINCE YOU l^FT OUR GOL- 
LtGEj PLEASE ANSWIR THIS 
ilCTIOH^ 



A. IF YOU ARE CURRENn.Y BMLQl^D , Is yaur 
present occupaCiDn relacad CO che courses 
you hava completad ac our collage? 



YeSj cloialy relaceci 



CO 
Id 
O 



50 

.5 

i 



B'lF MS? have you been empldyed in an oceupa 
Clon r^laCed Co Che courses you eoispieced 
at^^our ^qlle^e since you left our colleg e?^ 



J?al 



Yes , c losaly r^laceJ 



( IF NO. Go to ieetton pj 



Pleaee cc^plete the Infarmaclon below regard 
ing Che occypaclon related Co Che courses 
compXet^d b% our college. 
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STUDY: 



DATE: 



POPULATION J 



SIS TABULATION SHEET Page 

Graduate- 3 of 

Section C - Part 2 



O 




How would you rate the training you received 
at our colieL^e in relation to Its usefulness 
to you in performing your job? 



34= 



3? 



ery aogd_ 



jGood 



jNtutrai 



JP_Qor~ 
Very p oor 



If you are employed ful^-time , please 
IndicaCe your approxlinate average monthly 
salary range Cgiosn) below, nils Informa- 
tion , when combined with other members ol' 
your graduating class, will provide valu- 
able information to other individuals in 
career planplng. 



Q 
H 



5£i 
I 



35= 



JUd to S?00 



^1300 - $399 



er n;4oo - $499 



- $699 



$799 



,100 ' gla99 



How far from our college are you eurrently 
living? 



Ub^ to 25_!fllles 



25 =49 miles 



- 99 miUn 



100-199 ml leg 



How saciaCi^H are you with your field of 
employ^gf^ : f 



ERIC 



How do you see the courses oompleted at our 
college in terms of your career plans 



jj'jL^Jojrimedlate~ direct^ benefit^ 
3^^L^Jo~£llQng_term^ direcr^en^^n^ 



"40-tr: 

3± 



Q|_lndirect _benef it 



loLng bene^ilt 
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STUDY: 



DATE; 



POPULATIOH : 



SIS TABULATION SHEET 

Graduate- 3 
Section D 



Page 
of 



B 



I 



O 



EVERYONE SHOliLi; MSVIER 
THIS SEGTirai, 



jif youif occupational area is not related Co the 
Jeourges you have completed at our cf*"lege (as 
Indicated in Section C) please chcc.'. §ach reason 
uhlrh applies. If occupational af%a is related 
(:o tgurses completed, go to Queatlon 2- 



'U.. ; Transferred £^ ji^ feur'^yeag _colLlgg^_ 
4i^' ing aufflel^nt^y ^u^^yifted for a tob in mv 



46 1 



j^eid of collegejpreparation 



Preferred to work in another field 



Found better paying job in another field 



Coul^ not ftn^a job^ in f ielj of preparation 
TWorlced previduily^l^^^f^ ojl prewar at lQn_a_ ^ 



_ 
























o 







but changed 

lOther f describe) 



Would you recoMiend the courses you completed at 
our college to others? 



Have you completed credit coursee at our college 
since your Oiiginal date of completiont 



^L^^ Yes I how^any liours? 



^1 iNo 




7 - 12 



13 - 15 
1 6 ' 18 
ore than 18^ 
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STUDY: 



DATE : 



POPULATIOT I 



4J 



..O 



erJc 



SIS TABULATION SHEET 

Graduate-5 

Section A 



Page 

of 



1 



EVERVOI^E SHOULD ANSWER 
THIS F'^CTICN* 



What was your PRIHARV objective in attending 
our two-ygar eoll^ge? 



3SHL 



Img^rpven Jit^ o£ ii ing 'M ob § ki 1 1 ' 



preparacipn for "job to bs obtainej^^' 



Un ivc r g 1 ty jt y an sf €y o r e d 1 



Othtr (describe) 



I Which one of th^ b^low beat descrlbsg your 
jpresent atatua? 



~ j^^ J Emg } eye d , £ul 1 . £ imm_ 



4T-it^^ Un employid, eegkjLng^empioyment 



^^Tj^^H^itary^ " f u II t lmi~a_cfc i_ye_ due ^ 



wyHJConClnutn^ education at higher I.avg l 



4^jL^ Unavailable fog ^^^o^gent (^describe). 



Isc 



2nd 



3rd 
YR. 



Please indicate that actlvicy in j^ hich you 
were most tnyolygd during each of ^;he below 
years aftsr you completed your course vj^ork 
at our QQllege. 

4 th 



Attending college (4 yr^ ) 



Attending college (other) 



Working field related 
Co courier compXete^ &t 
□ur college 



Working In othvir field 



UnemplGved, looking fpr 
job 



Unemployed, not luokl^g 
for jctb 



Other (describe). 



Kow well did tl t cDurses y^u completid at our 
college prepare yyu for che above aetiviglei? 



jr ^My~jgj£^aj|i^^^|_ey^gllent 



^ L..,^M^ jr€f^ AEian vk z aati^factory 
S^jQoia some ;ire4& pnlj^ 



better 



0 a 



CO 

o 

H 



•H 

m 



STUDY I 



DATE I 



POPULATION ; 



O 



SIS TABULATION SHEET 

Graduate«5 
Section B 



Page 
of 



mmm 



IF YOU HAVE ENROLLED IN 
ANOTHER COLLEGE SlNCfi YOUR 
ENEOLyffiNT AT OUR COLLEGE, 
PLEASE ANSWER THIS SECTION . 



What Is the name of your current (or moec 
recently attendeo) college? 



cd 
o 

H 



m 



2 



a. What is the highest degree you no%^ hold? 
MARK IN QOhVm 1 ■ 



Aasoeiate (A. A,, A,A,S., A,i., #tc.) 



Bachelor's Degree (B*A,j B,S*, etc.) 



Hasttr's Degree (H*A., M.S.^ etc.) 



Fh,D* or Ed.D. 



LL,B., j.D. (Uw) 



B,D. OL M,Dlv, (Divinity) 



Other 



b.^Kniat are your fyture degree plani? 
^-^Hark in Coliain A 



c,In what field of study is the 
highest degree you now hold? 



Whflt is (was) your overall grade point aver Y 
in your transfer college? 



than I . 0 
^L^U^D - l.f 




4113*0 - 



J4,0 



p VQ^ art c ursrgQtly enmll^ in co 1 Ig^e , 
Ipl^aie indieata your current stJcua and 
cilgiiifl^attcrEi st the oolltg^ indicaCid abovg« 
- . ., , ^- ^ = filMillieaciDR 



(12 or agrg *hgttrs 




STUDY: 




SIS MULATION SHEET 

Graduate-5 
Section C - Part I 



Fage 

of 



IF YOU HAVE BEEN EMPLOrtD 
SINCE YOU ^FT OUR COL- 
LlGl, PL£ASE ANSWER OTIS 
SECTION. 



'£NTLY EMPLOYED , Is your 
ytrion related co the couraea 
■'5 ff?d at our colleie? 



employed In an ocgupa 
courses you completed 
I VQU left gMg college ? 
Laced ^ 



laced 



3[_ZINq (IF i^u, Uo l:q^]iggj^g3^ 



Pleaie complete the Infomatlon below regard 
ing the Qccupation related to the courses 
completed at our college. 























0 




N 
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STUDY: 
DATE : 



POPULATION : 



SIS TABULATION SHEET 

Graduate-5 
Section C - Part 2 



I 



m 
o 



Page 
of 



How would you rate the training you reeelved 
ac our college in relation to Its usefulnees 
to you in per£on ing your job? 



J Good 



j Neutral 



Poor 



V^ry poo?: 



I f YOU o^r^ eniplo^^ed £uii*cimo . please 
indieaty your appro^^lmate average monthly 
salary range (grosi) below. This Informa*' 
tiortj when combined wldh other members of 
your graduacing class , will provide valu- 
able Information to other indivlduali in 
career planning. 



Up Lo $300 



$300 - |399 



$400 



S499 



$500 -1599 



$600 - $699 



$700 ' ^239 
$800 ™$899^ 





n 




















i 











$900 - $99 9 



^1,000 ^ $1,099 



$1,200 - Up 



How far from our college are you currently 
livine? 



^L^Up ta 25 miler 
^LZJaS -"49 miles^'^ 



36:3! 1 
4CjiOO] 



- 99 mi lee 



199 mile^ 



00 miles and 



How satisfied are 
employment? 



you VI' 



field 



3^ 



ll ^ - J E X c e me 1 vLjft^is fTe 
CLjSatisfied 



e_u£rgl 



Unsa tisfi ed 



} Extremely, unsatisfied 



How da you sea th^ courses cDmpleted at our 
calleg?? *n terms of your career '^^ans: 



3<^^r iflapediate^ direct benj^ ^rit 

long t^rm, direct benefit 



^ ^^LJof indirect benfif j 
JaC na bene^^lt 
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STUDY: 



DATE : 



POPULATION: 



SIS TABULATION SHEET 

Graduate-S 
Section D 




CO 

u 
Q 



ERIC 



EVERYOME SHOULD ANSWER 

mis slction. 



If your oceupacional area is not related to chG 
courses you have compleeed at our eollege (as 
indicated in Section C) please check each riason 
\^*hlch applies. If occupational area Is related 
to courses completed, go to Queatlon 2. 



~4j^lL^J Transferred to^a^our^year colle^ 



4IH 



Illtot suf ficient Iv quail fled £^ in mv 

tteld of college preparation 



44-ill^efg^ed to w ork in another field" 



Jgo^og" better jaxing jjb In anothj^fle ld 
^Could^ not^jnd a job in ^leld of pre^a ration^ 



47- U/ZjWorked Brevioualy in field of p repara tion^ 



but cjianged 

JOCher (descr ibe) 



Would you reco^end the courses you completed at 
our college to others? 



2p^Ho 



Have you completed credit courses at our collegi 
since your original date of cosipletion? 



Ye_s; how mary hours? 



51 



ii ii3 - fj 



CT jia - 1 8 



More, than 18 



CO 
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EMPLOYER FOLLCW-UP 
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TEX-SIS Subsystem V 
Procedures Manual (PM) 

SUBSYSTH4 V 
mpiOYER FOLLO^-^UP 



Population: May Include those employers of occupa- 
tlonal/techrilcaL program graduates who have responded 
to a graduate follow-up survey. _ 

Sugges ted Ins tramen.ta t ion : 

(aiP) EniplDyer (r05-l-E) Tan 

Type of Data Collected: 

The above ques ttonnaire collects the beLo-w types o£ student 
follow-up Infownatlon, 

1. Opinion of the training reeeiveU by the program 
graduate 

2* Suggestions for improvement o£ the program 
3* Usefulness of training to job parfooiiance 

4. GeneraL conments 

5. Job outlook information 

6* Opinioti of job performance and up^^ard mobility 
7* Suggestions for needed training programs 
8* Placement source 

Although the employer follOT-up subaystem is the only SIS. 
subsystetn which does not collect information from former stu- 
dents ^ it is the subsystem which could have the largest potan- 
tial impact on a college's operation. From am employer survey ^ 
one can gain valuable Insight and infomiatlon relative to the 
needs of those firms or individuals ^ho may be employing occu- 
pational/technical program graduates, Also^ graduate follow-up 
data can be substantiated to a certain extent and informtion 
regarding the employer's "'opinion of the traltilng received by 
the program graduate" is valuable inforniation. Infortnation 
pertaining to additional areas of needed training^ sources of 
hiring 5 and caparisons of program graduates with employees 
"without such college training" is also obtained, 

V-1 
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I>_ata Co Ilec ti on Procedure s 

For a complete dlscussloii o£ che procedural operation of 
thLs subsystem. AmarlUo College's Employer FoIlnJ.^ 
twctor report should be consulted. Thks report glvfs fde! 

tii^s far""'f °' subsystem and provtd«s'raco.^anda^ 

tLons for conducting an employer survey. 

From a cost-effective standpoint, the higher rate of re- 
turns IS normally obtained with an Initial first-class mail- 
matter ^^^ri^^^'^ ^^y' later, and a final 
davs Ltli r i^strurnent) being sent out 8-10 working 
r'Sm raJis ^^l^'^''^^ intarviaws can be conducted to increase 
nn.^f^ ^ ^^^^^^ college stationery and a 
postase=paLd, pre-addressed envelope should always accompany 
the LiiBtruinent , awi^wiupdiiy 

tlt^/^f^^ ^""^ °f employer and job 

tit.e of the graduate can he extracted from the returned grad- 
uate aurvey instriment, addresses should be "spot-checked" 
for kicomplete infomatlon which might prwent the question. 
nai.re froni being delivered. As can be noted hy revle^ing^he 
questionnaire, space has heen provided for the entering of 
the graduate's name, job title, program major, and employer 
^ame. ^Iso it is usually coiman to follow-up only those 
employers of graduates who are working in an occupation 

^''''"^ '^^^-^ - p.osra^ from which 

The ^employer questionnaire has been designed to facll- 
i-tate a stick-on' maillnr. label which can be used as the 
actual postal address and will show through the window of a 
regular wmdow envelope, rhe mallli^g label on the instrument 
can also he used for monitoring rt=turns and deletes the re- 
quirement ^or the employer to enter the information. Three 
maiUng labels will be required for some employers who do not 
respond after the initial mall-cut and postcard reminder. A 
complete Ust of population names and addresses will be help- 
ful in monitoring retunis. When folding the questionnaire 

be ^^^f "4" ^" * ""^^^ "t^l^h will allow It to 

be returned easUy m the amaller postage-paid, return en= 
velope. For cost information relating to mall-out surveys 
Navarro College 's Fglloy ^UT^ Costs report should be consulted 
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Pre paring the Data for ?rocessinR 

ProvlsLOins have been made by SIS to process the data In 
this subsysteni by either manual or computer techniques. Re- 
gardless of tba method of processing, careful consideration 
of the data to be Irktroduced for processing must be gl^ea. 
As one could readily Imagine, there are a Large number of 
problem areas Inherent In the process of a respondent coiaplet- 
ing a questloxinaire in a manner wMch will assure ifalid pro- 
cessing of tha data. Each questionnaire should be -'proofed'' 
prior to processing in an attampt to provide data which Is as 
^■clean*' as possible. Problems such as multiple responses to 
questions (i.e. yes /no type questions), questions not answered, 
obscure marks, inconiplete questtonnaires ^ etc, will iiorroally 
be encountered. Also, ■'cotments-' and "other" statemfeats TOtt- 
ten by employers must be extracted ^ since computer programs 
do not normaLly prDcess ■"narrattve" type data. 

The ''coding"- of questionnaires primarily conceKis the com* 
pletlon of the appropriate boxes In the upper rtght-^hand corner 
of the front of the questionnaire. Ethnic group and sck infor- 
mation can be eKtracted from your student master files or the 
returned graduate questionnaire if you wish your data processed 
by these categories. 

The student's major field coda can be entered In the 4 
code blocks. By cOTiblning the appropriate code ninabers with 
the exact noiiienclature of the college's program areas, the data 
will appear in a much more usable format. The major field code 
table utilised may be the college's own code listing or codes 
provided by the Texas Education Agency and/or Coordinating 
Board. Regardless of ^at is used, a complete listing of the 
major field code table and exact nomenclature of your program 
areas should be pxovided to the individual who la responsible 
for processing the data. In additlom to the codings the appro- 
priate alphabetical code accordtng to the below table should 
ba provided on each program area and entered in the block deslg- 
nated as Completion Code on the quest ioimaire if you wish the 
data to be procesaed in this manner » 

A ' Associate in Arts 

B - Associate in Applied Arts 

C - Associate in Arts and Sciences 

D - Associate in Applied Arts and Sciences 

E * Associate in Business 

F - Associate in Applied Enslnaertng 



9 9 



G 


- AssociaCe 


\n Eag Peering ScLence 


H 


- Associate 


Ln General Idneati-OTi 


I 


- Associate 


la Science . 


J 


- Associate 


of Suience in Technolngy 


K 


- Associate 


la ApplJed Science 


L 


- Diploma 




M 


Cer tif Icat 


:e 


N 


- Associate 


in Fine Arts 



As can be noted by reviewing the TE^ foLlra-up report fom, 
the three types of coding (Course Type ^ Targer, Papulation aticl 
Level Code) apiDear tn the same format on the questionnaires as 
specified on tlie State report forui. Some abbreviation is used^ 
but the categories are essentially the sanies as noted belovj: 

Course Type Code 
Coop 

Non-CoQp 

Preparatory 
Target Population Code 

REG (Regular) 

DAVT (Disadvantaged) 

met (Handicapped) 
Level Code 

Pds tsecondary 

Adult 

The TEA has previously provided definitions of the above terms 
although some problems still eiclst with the terns and their 
utilization, lacludliig the above Infoimatlon on the employer 
questioniiaire Is ^ of course^ for code block atandardlzatloii 
only and is not to be considered for State reporting purposes* 
However J these blocks can be utilised if a college wtahaa to 
perform compartson studies according to the above categories. 

The Term Date provides space to enter the last date of the 
graduate's enrollsient If a collega so desires. This can coin* 
cide mth the month and year of the student's graduation if a 
college wishes to enter this infortnatlon on the study's data 
record* The Mo (month) designation should be entered as appro- 
priate (01-12) ^ith the Yr (year) designation entered as 76, 77| 
etc. 

The Group Code may be utillgad if a college wishes its 
data to be processed according to any of the following categories 
(O/T for occupational/technical majors ^ UT for university trans- 
fer majors 5 OTH for other majors such as imdaicidads, and A/CE 
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for adult and continuins educatton students). The A/CE desig- 
nation ts for form standardlzatton rersons primarily, since it 
may not be fraasible to tnipleinent this type of questionnaire 
on adult and contltiuing education students. This block, there- 
fore, is not expected to be utilized to any great extent in 
this subsystem. Also, the UT and Om designations will prob- 
ably have minimal usage. 

The Special Code designation may be utilized In the nmmner 
of a college's choosing. Mamr colleges use this code to dls- 
cingulsh between different campuses, special student groupings, 
etc , The code in this box (which cannot exceed one digit) can 
be alphanumeric (letters or numbers) . If this code Is used, 
the person responsible for processing the data should be pro- 
vided with information regarding the codes and their meaniBs. 



V-5 



ProcesS-lnK the Data 



The processing of the employer questionnaires by computar 
is discussed in the accompanying DPM (Data Proccssmg Manual), 
Of course 3 it may be appropriate (and perhaps desirable If the 
number of surx/ey questionnaires Is small) to process the data 
manually* This consists of tabulating the number of responses 
to particular questions on sheets designed In a manner similar 
to the ones Included at the end of this subsystem section, Ap 
proprlatc space has been provided for "totaling'' responses and 
computing percentages. Also, the appropriate information at 
the top of each tabulation sheet should he completed. Tlie 
manual processing of data Is normally not a large task, espec- 
ially If the number of questionnaires is small and the tabula- 
tion effort can be accomplished as the questionnaires are re- 
ceived or at periodic Intervals throughout the study period. 

If the data Is to be processed by Individual categories 
(program area, ethnic group, seK, etc.) the appropriate in- 
formation should be entered at the top of each tabulation 
sheet and recorded accordingly* You must normally have an 
individual tabulation sheet for each category, although dif- 
ferent symbols, different colors of pencils, etc. have been 
used with some success. 
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Report Format and Reporting 



Although SIS's report fomiats axe functionalj they are 
standardized to a great eKtent and^ therefore ^ will appear 
"dry" to some Individuals, The report fomat and method of 
reporting follow-up information is one of the most Important 
segments of conducting follow-^up surveys . Many significant 
follow-up studies have been rendered useless (or made little 
impact) because the survey resultL were not presented in an 
easily understandable fomat. Of course ^ if the data is not 
utilized to any great extent, there was no reason for conduct- 
ing the study initially. 

The use of graphs and charts to display employer data 
cannot be overemphasized* SIS suggests that the follow-up in- 
formation of most significance to a local college be extracted 
from the report data and given special emphasis through charts j 
graphs 5 and other means. Considerable success has been ex- 
perienced when a survey (using the satne or similar questicanaire) 
has been repeated over a number of semesters or years. Utiliz- 
ing this comparative data, an individual can graphically demon- 
strate trends or develop conclusions which may produce informa- 
tion for predicting future data outcome s . Presentations to 
college personnel and meetings to discuss the results of the 
survey can also be used advantageously. In this manner^ verbal 
input can be received for any possible revisions or alterations 
which should be made before the survey is conducted again. It 
Is especially important to compute and report percentages of 
individual response items in relation to the number of overall 
responses to a question. This 16 noinnally not a difficult task 
with a calculator (although tJjne -consuming) but is considered 
"worth the effort" because of Its ability to conttnunlcate to a 
large number of people. 
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Evaluation of the Sufvey 

SIS suggests that follow-up process evaWtlon be Included 
as an Integral part of the operation of a follow-up system. By 
receiving Input from the potential users of the data, one can 
make appropriate changes and/or alterations to such items as 
questionnaire design, structuring of the report, the procedures 
utilized In conducting the study, the need to clarify, add, or 
delete certain types of information, and other points of concern 
One can also check whether the data Is actually being used in a 
beneeicial manner and. If so, the method of usage. 

On the following pages can be found a suggested design for 
securing an evaluation of the employer survey. This evaluation 
form can be sent (along with the follow-up report) to the po- 
tenelal user of the data with a request that It be completed and 
returned to the individual who will compile the results of the 
study evaluation. After the forms have been returned, the re- 
sults should be documented and utilized for conducting future 
studies of a similar nature. 
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TEX'SIS FOLLOW-UP 
Student Follow-up Management Information System 



EVALUATION OF EMPLOYER SURVEY 



Name 
Position 
College /Agency^ 
Date 



I nstructions : After completing the above Inf rmatlonj please 
respond to this quostionnaire according to your own evaluation 
o£ the study and resulting data* 

1, Please rank che following types of survey Information accord- 
ing to their relative usefulness to you in your present posi- 
tion. Place the appropriate rank (Ist, Znd^ Srd^ etc.) with 
1 - most useful and 13 = least useful ^ in the blocks provided. 
As you will note 5 the below types of informatioii are related 
to specific questions on the survey instrument. 



Ethnic data 
SeK data 

Job title/ status information 



L J Employer ■ s relationship with graduate 

Opinion of training received in personal skill areas 
Opinion of training received in technical skill areas 
Overall rating of training received 
Job availability information 
Usefulness of program to job performance 
Opinion of upward mobility capability 
Source of placement 
Suggestions/ comnents 

Additional areas in which training is needed 



lOo 



2. What additional type(s) of Information do you feel should 
have been collected from the survey population? 



3* In what wayCs) might you be able to utilize this type of 
data in your area of responsibility? 



4, Do you have suggestions for Improving the: 
a* Manner in which the report was analysed? 



b. Procedures for collecting the data? 



c. Questionnaire (wording of questions, format^ etc,)? 



EKLC 



5 , What is your overall rating of the survey in terms of its 
usefulness in fulfilling your own individual needs for 
information. Check the appropriate box according to the 
below scale: 

1 2 3 4 5 6 7 
Very poor □□□□□□□ Very good 

Please use the back of this page for any additional comments 
you wish to make regarding the survey, CTiank you for your time. 
Please return this evaluation form as soon as possible, 
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STUDY: 



DATE: 



POPULATION : 



SIS TABULATION SHEET 
Employer 



Page 
of 



5i 

& 


Totals ^ 






Totals 


.s 

1 


lL 


Is the Job title and status of the above graduate 
1 aecurate? 








. — 


^ iLlJves 














A«,.„^N^i IF please describe chanEe(s) below. 
























What is your relationihlp with the above graduate? 




— 






} 31^T]___J Employer 
























37-1{ JParsonnel staff 












3i=i| ICo-workeif 








































3 


Please rate the tralnliig received by the graduate 
in Che following personaX skill areas. Please 
respond only to those areas you feel a.'^e appro^ 
prlate. Very ^ ^ 


Very 

-1tT>^iI*^->i«1 _ .. _ - - . . ii. 










E.Accepclng r^sponsibillcy 


uood 








roor 






























c, Personal Initlattvt 




















d .WllllngneSi to learn 






































f .Management cooperation 
















g.Work aCtendanet 




















h.Work attitude 




















l.pgrsdnal appearance 




















j .Compliance with policies 

__ . .. -J 


















— 


4 \ 


^lease rate the tralnini received by th 
Ln the fallowing ceehnteal skill areas* 


e graduate 

Fleaee 
e applica^ 


Very 






respond only to those areas you feel ar 
hie CO the oacupational area. Very 


a^rtatheinaclcal skills 


UOGd 


Good 


- Pieucrai - 




foor 










b. Technical knowledge 
















c .Organisational ability 




















d .Cominynication skills 
















e. Problem solving skills 




















fiWork quality 




















|»Work quantity 




















ti. Manual dextaricy 




















i«Heeelng Che public 




















J, Following instruacioni 




















k* Operation of equi^etit 
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STUDY I 



DATE: 



POPULAriON: 



SrS TAJULATION SHEET 
Employer 



Page 
of 



pi 



O 



o 



50 



What is your gvetajj mctng of the eralnlng 
recelvtd bjr the gradusce as i t rilattea t© th© 
gMu lremente Of ftis Qr_ her job? ' 



ERIC 



^ 2j_ 



Good 



F©or 



Ver^ poor 



What, in yoiir opinLsfij is the job cutlook 
for pregrani graduated Of thia parCieuLar 
ecqupaclenal field? 




Good 



63 



Poor 



Ae a result ef the graduati'r college tmin^ 
Ing, how wquld you rate his gr her pripara= 
tion In relation to oth^r iEsployeia without 
such coll^gs ttaLning? 



^'^jt wii Bjfe-b^ji^f^^ g pinion 



6^1 



Graduatg Ig better pgepdrgd 



Both age about theaame 



S 



Jggadua ea Is Ijgg prepared 



To what €Ktentp If an^p has the gfaduate'^ 
eolltgf training addid to hie ct her ability 
for job placement and advaneeoent? 



^^□Mych 



^j^ _ jNju£ral 



Vgry little 



What was the primary souree(s) for thi 
initial hitini cf tht graduati named? 




Ea^loyment agency 



^Qlltgi_ faculty iBBtdbmt_ 



Coilege job plaeeaant office 



Ap^lipant applied on_gvm inltlat ivm 



108 



V-L2 



ERIC 



TOX'SIS Siibsystem VI 
Frocadurae Hantnil (TM) 



SUBSYSTCM VI 
ADULT CONTINUING EDUCATION FOLLOW-UP 



Popu-latloni May Include studtnti who compleCa pre- 
paratory, suppl^entalp or other adult and contltiu- 
Liig edueatlon CQuraaa* 

Sug^ gaated Inatrtmentatloni 

(A/CT-PRIP) A/CE Praparatory (F06-1-B) Natural 
(A/CE-SUPP) A/CE Supplemental <F06-2-B) Ytllow 
(A/CE-OIH) A/CE Othar (F06^3-C) Red 

Typ^ of Data Collectad; 

The above questlcmnalraa collect the below types of stu- 
dent follow-up information I 



1. 


EDiplo3mien.t status 


2. 


Relation of emplo^ent to course completed 


3. 


OpinlOTi of " course eanpleted 


4. 


Suggestions for Improvement of course 


5. 


General comments 


6. 


Future enrollment and/or course Interests 


7. 


Usefulness of training to Job performance 


8. 


History of college credit courses completed 


9. 


Course Identification 


10. 


Sex and ethnic data 



Although the follow-up of aduit and eontinulng aducatloii 
students Is not widely conducted^ SIS prcvldas this sybsyatani 
for those wlio wish to conduct such sury^ays. Thm Infonaatloti ob 
talnad from this population Is valuahla and can he utlllEc^d to 
identify the need for additional courses. Also, Infornaatlai 
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pirtaltitng to the stadent's desire to continue to enroll iii 
aoiicredit and/or semaster credit courses is abtained- 

Aside from the above 5 one of the q^aatlontiaires qbxi be 
utilised to follo'w-up adult and contlnaing education prepara- 
tory conapleters about ^hich TOA annually requests Information* 
Thm "A/CE-PREP'- questionnaire specifically contains that in- 
formation requested for State reporting purposes md is^ for 
all practical purposes ^ identical to the questionnaire con- 
tained in the State Foilo^-up Reporting sulsystem. 
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Data Coll ect icffi P roceduyes 



ALl of the questtotinalre forms facilitate a inatl-out or 
iti-claas survey. However^ SIS 'a Intentions reflect a mail* 
out of the "P^P^* (natural oolor) questionnaire^ the imple* 
meritatLon of an in-class or mall-out ^?urvey for the "SUPP" 
(yollow) questionnaire J with the "0^^^ (red) questionnaire 
being implemented in*class. For in^class surveys , the last 
day of the courses can be used for the survey period. For 
a cosiplate discussion of the proper procedures to follow 
when conducting a mail-out survey, Del Mar College's Follow- 
up Methodolofiy and San Antonio College- s Graduate Follow-^up 
subcoTitractor reports should be consulted* 

Froin a coEt-^ef £ ectl\^e standpoint, the higher rate of 
returns is normally obtained with an initial mail-outs a 
post-card reminder wrklng days later ^ and a final 
letter (mth another instrument) being sent out S-IO work- 
ing days later* Telephone Interviews can be conducted to 
increase return rates. A. cover letter on college stationery 
and a postage-paid^ pre-addreised return envelope should al- 
ways accompany the instriment, 

The instruments have been structured to facilitate a 
"stick- on" mailing label which can be used as the actual 
postal address, and will show through a regular window en* 
velope. When combined with a cover letter and return en- 
velope, the instruments will remain in place in a regular 
business envelope. Three nailing labels will be required 
for some students who do not respond after the initial mail- 
out and post-card reminder^ You will also need a complete 
list of population names and addresses for recording returns. 
Also^ for proper identification purposes, It is helpful to 
Include a student Identification number (such as the social 
security number) on the questionnaire or mailing label* 
For cost information relating to mall-out and -'In-house*' 
surveys, Mavarro College's Follow-up Costs should be con* 
suited. 
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Preparing the Data for Processin ^^ 



Provisions have been mads SIS ^© process the data In 
this subsysteni fay either manual or computer techiilqucs. Re- 
gmrdless of the method of processings careful eonslderation 
of the data to hm. Introduced for p^roceaslng must ba gt^^cn. 
As one couldl readily Imagln©^^ tViMe ftre a large riimher of 
problem areas Inherent in the process of a student complete 
ir^ a questioimalre in a manner which will asaure \r4ltd pro- 
cessing of the data, EaQh questionnaire should be "proofed'' 
prior t© processing iti aji attempt to provide da-ta wlilcdi is 
as "cletfi" as possible. Problems such as multiple responses 
to quescioris (i.e, yei/no -type questions) ^ questioas not ftn- 
sweredj obscure^ marks ^ incomplete questloTmairei^ etc* vill 
nonnally be eneountere4. Also 5 "ccmttents" and "other'* state- 
m^nts vrltten hy s^tudcits must be extracted^ since coraptiter 
prograins do not normally process "harratlve'' type data. 

The "coding-' of the PREP questionnaire primarily concerns 
*fche conipletion of the appropriate boxes in ±hm lower portion 
of the inatriment. The studeTit's course code can be entered 
in the 4 code blocks. By combining the appropriate code num- 
bers with the exact namenclatuf e of the college's itdult pre- 
paratory coursas, the data will appear in a much mare lasable 
format. Tha course code tutle utilized may be the college's 
own indLvldliAal code listitig^W codes provided "by the rexas 
Education Apency, However, for State reporting purposes, the 
list of adult preparatory course codes provided by tha TOA 
should be utilized. Regardless of xdtiat is i^ed, a complete 
listing of the course cod^ table and ^jcact nOTianolatur€ of 
your adult preparatory courses skould be provided to the in- 
dividual who is responsible for processing the data. 

As can be noted by reviewing the TEA follow-up report 
form, the three types of coding (Course Type 5 Target Popula- 
tion and Level Code) appear in the ^^ame format on the ques- 
tionnaires as specified on the State report <orm. Some ab- 
breviation is used, but the categories are essentially the 
same, as noted below: 

CoLtt'se Type Code 
Coop 

Non -Coop 
Preparatory 
Target Population Code 
REG (Regular) 
DAVT (Disadvantaged) 
HNCP (Handicapped) 
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LmvQl Code 

Poitsecondary 
Ad\ilt 

The TEk has praviously provided dafitiltlons of the above ternis 
although some problanis still exist with the terms and their 
utilization. 

The Term Date provides space to enter the last date of 
erirolltnent if a college so desires* This can coincide with 
the month and year lAi&n the student completed the adult pre- 
paratory course if a college vlshes to enter this Information 
on the study's data record. The Mo (moiith) desipiatlon should 
be eiitered as appropriate (01-12) with the ifr (year) destgna'- 
tion entered as 76, 17^ etc. 

The Completion Code is a code for utilization when pro-' 
cessing graduate and other data and is not normally utilized 
\^hen processing adult and continuing educattoti data. The 
Group Code designation in this subsystem t^tll always be the 
A/CE block imless otherwise required. 

The Special Code deslgnatlOT may be utilized in the man- 
ner of a college's choosing. Many colleges use this code to 
distinguish between different campuses^ tKtenslon centers, 
special student groupings ^ etc, Thm code In this box (which 
cannot exceed one digit) can be alphanumeric (letters or n\im- 
bers). AlsOj space has been provided on the PREP (natural 
color) questionnaire to record the source of the data (l.e* 
mall qaestlonnairei Interview^ or school records). 

It should also be noted that 5 on the front of the SUPP 
(yellow) and OTH (red) questionnaires 5 space has been provided 
for the proper designation of the department , course ^ and 
section numbers (If applicable) of the adult and continuing 
education course (s) surveyed* By recording this Information 
in this manner, the iata can be analyzed according to these 
categories. Also 5 Group Code and Special Code designations , 
which were discussed previously, are Included* 
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Processing the Data 



The processing of the adult and continuing educatiOTi qiies- 
tlonnaires by computer is discussed in the accompanying DPM 
(Data Processing MantiaL) • Of courses it may be appropriate 
(and perhaps desirable if the ntimber of survey questionnaires 
is snwll) to process the data manually* Ihis consists of 
tabulating the number of responses to particular questiOTis 
on sheets designed in a manner similar to the ones included 
at the eiid of this subsystem section^ Appropriate space has 
been prov/.ded for ''totaling" responses and computing percen* 
tages. AljOy the appropriate Infortnf tlon at the top of each 
tabulation sheet should be completed* Ttim manual processing 
of data is normally not a large task^ espec ially if the ntmber 
of questionnaires is siaalL and the tabulation effort can be 
accomplished as the quastlonnaires are received or at periodLe 
Intervals throughout the study period. 

If the data is to be processed by individual categories 
(course^ department^ sectlonp etc,) the appropriate informatLon 
should be entered at the top of each tabulation sheet and re- 
corded accordingly, you must normally have an individual tab* 
uation sheet for each category ^ although different symbols, 
different colors of pencils ^ etc. have been used with some 
success ^ 
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Report Format and Reportlna 



Although SISU report formats are functional, they are 
stMidardlzed to a great extent and^ therefore, will appear 
■■dry-' I'o some individuals. The report formt and method of 
reporting follow*up information is one of the most important 
segments of conducting follow-up surveys. Many significant 
follow-up studies have been rendered useless (or made little 
Impact) because the survey results were not presented in an 
easily imderstandable foMwt* Of course. If the data is not 
utlllEed to any great extent , there was no reasor* for con- 
ducting the study initially* 

The use of graphs and charts to display the data cannot 
be overemphasized. SIS suggests that the follow-up information 
of most significance to a local college be extracted from the 
report data and given special emphasla through charts, graphs , 
and other means t Considerable success has been experienced 
when a survey (using the same or similar queattonnaire) has 
been repeated over a number of semesters or years* Utilising 
this comparative data, an individual can graphically demonstrate 
trends or develop conclusions which may produce information 
for predicting Jtature data outcomes* Presentations to college 
personnel and meetings to discuss the results of the survey 
can also be used advantageously* In this manner , verbal input 
can be received for any possible revislCTis or alterations 
^^ich should be made before the survey is conducted again* 
It is especially important to compute and report overall re- 
sponses to a question. This is normally not a difficult task 
with a calculator (although time-consuming) but is considered 
"worth the effort" because of its ability to conmunicate to a 
large ntunber of people. 



EKLC 



VI-7 

116 



Evaluation of the Survey 



SIS suggests that follow-up process tvaluatlon be included 
as an Integral part of the operation of a iollow-up system. By 
receiving' input from the potential users of the data, one c^n 
make appropriate changes and/or alterattoiis to such 1-tems as 
questionnaire desi^, structuring of the report, the procedures 
utilized in conducting the. study, the need co eUrify, add, or 
delete certain types of Information, and other polnis of concern. 
One can also check whether *he dAta is actually heing used in a 
beneficial maimer and, if so, tiie method of usage. 

On the following pages can be found suggested designs for 
securing an evaluation of the adult and continuing education 
student surveys. This evaluation fown can be sent (alcMng with 
the follow-up report) to -the. potential user of the data with a 
request that it be canpleted and returned to the individual who 
will compile the results of the study evaluation. After Che 
forms have been ratumed, the results should be documented and 
utilized for conducting future studies of a similar nature. 
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TEX-SIS FOLLOW-UP 
Student Follow-up Management Information System 



EVALUATION OF ADULT AND CONTINUING EDUCTION (PREPARATORY) SURVEY 

Nraa ^ 

Poaltlon " "" " ~ ~ 

CclLege/Agency^ " ~ 

Date ^ — 



liistructlons: After completing the above infoCTation, please 
respond to this questionnaire according to your o%m evaluation 
of the study and reaulting data* 

1, Please rank the following types of survey inforffitation 
according to their relative usefulness to you in your 
present position. Place the appropriate rank (Istj 2nd^ 
3rd^ etc*) with 1 - moat useful and 7 ^ least useful, 
in the blocks provided. As you will note, the below types 
of inforroation are related to specific questions on the 
survey instriment. 



Present employment status 
Present college enrollment status 
CD Other status information 

c 



Relation of employment to course completed 
Course identification 
Etimlc data 
^ Sex data 
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2. What additional type(s) of information do you faal should 
have been collected from the survey population? 



In what way(s) might you be able to utilise this type of 
data in your area of rgaponsibility? 



4. Do you have suggestions for improving the: 
a* Manner in which the report was analysed? 



b. Procedures for collecting the data? 



e. Questionnaire (wording of questions ^ format, etc,)? 



5* What is your overall rating of the survay in terms of its 
usefulness In fulfilling your own Individual needs for 
information. Check the appropriate box according to the 
below scale: 

1 2 3 4 5 6 7 
Very poor □□□□□□□ Very good 

Plsase use the back of this page for any additional comments 
you wish to make regarding the survey* niank you for your time, 
Please return this evaluation form as soon as possible. 
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TEX-SIS FOLLOW-UP 
Student Follow-up Management Information System 



EVALUATION OF ADULT AND CONTINUING IDUCATION ( SUmEtffiNTAL^"limmY 



Name_ 

Positio n 

College/Agency 
Date 



Instructions: After completing the above Information, please 
respond to this questionnaire according to your own evaluation 
of the study and resulting data. 



1. Please the following types of survey Information 

according to their relative usefulness to you in your 
present position. Place the appropriate rank (1st, 2nd. 
ird etc.) mth 1 = most useful and 5 - least useful 
in the blocks provided. As you will note, the below 'types 
of information are related to specific questions on the 
survey instrunient. 



Course identification 

Usefulness of course to job performance 
Plans for enrollment in future 
Future course interests 

History of college credit hours completed 



ERIC 
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2. What additional type(s) of information do you feel should 
have been collected from the survey population? 



3. In what way(s) might you be able to utilize this type of 
data in your area of responsibility? 



4. Do you have suggestions for improving the: 
a. Manner in which the report was analyzed? 



b. Procedures for collecting the data? 



c. Questionnaire (wording of questions, format, ecc.)? 



5. What is your overall rating of the survey In terms of its 
usefulness in fulfilling your own individual needs for 
information. Check the appropriate box according to the 
below scale I 

1 2 3.4 5 6 7 
Very poor □□□□□□□ Very good 

Please use the back of this page for any additional comments 
you wish to make regarding the survey. Thank you for your time. 
Please return this evaluation form as soon as possible. 
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TEX-SIS FOLLOW-UP 
Student Follow-up Maiiageinen.t IrAfoma-ttotn Syst«» 



EVALUATION OF ADULT M 


ID CONTlNmWG EDUCATION fOTHER.) SURVEY ^ 






Poattlon 




Colleee/Aaency 




Date 



Instructloiis: Aftar eompletitig the ^ove Informrttonj pleasa 
respond to this questionnaire according ^© your omi evaluation 
of the study and reaultlng data, 

I, Please xat^ the follo^iny tjrpes of sw^ay Lmfprmtlwi 
according to their relative usefulness yo^ in yow 
present position* Place +Ke appropriate rank (l^t, 2nd, 
3rd 3 etc.) with 1 ^ most useful and 5 ^ leart ui^ful, 
in the bloeHs provided. As you mil it^^^ tlhm telw types 
of Informatian are ralatad to spictfle €|%«st±ws on the 
survejr Ici^truiient. 



I J Course identlf ieation 

Opinion o£ course cMipLet^d 



I I Pl^ns for enrollment in futura 
J Future course* intereata 



LZJ History of college credit iiours csig^plmt^d 
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2. Wiat additlOTal type(s) of Informatioii do you feel should 
have been collected from the survey population? 



3. In what way(s) might you hm> ^1©^ to irtlll^e this ^yp€ o£ 
data In your dt^es^ of responsibility? 



4, Do you have suggestions for Improving ttie i 
a* Manner in wnich the report was analyzed? 





rei for collecting the data? 







c. Questionnaire (wording of questions , format^ ate*) 



5. What is your overall rating of the survey In ta^s o# its 
usefulnesf in fulfilling your own individual needs for 
information t Check the appropriate^ box according to the 
below scale I 

1 2 3 4 5 6 7 
Very poor □ □ □ □ CD Q Very good 

Please use the back of this page for any additional comments 
you wish to make regarding the survey » Thank you for your time. 
Please return this evaluation fom as soon as possible, 
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STUDY: 



DATE I 



POPULATICM : 



m 



SIS TABULATION SHEET Page 

Adult and Continuing of 
Education - Preparatory 



cd 

o 
N 



F06^1-B (A/CE-PRHF) 



SEMi 



1 



FRIO 



1 



CHECK APPROPRIATC BOX(ES) WITHIN 
EACH OF TOE BELOW CAmGORIES; 



Which mm of the faelew best describes 
your pFgienC Status? 



^^-Tj^^T^-^^^^^yj^^ full time 



34^i^^UnomplQ yedV a eeklTig_ employment 
3^t[ , ^Mliitary. fuU "ti ma active duty 



iContlnulng educflti on" at- higher l«.v^T 
[Unavalia ble for eiaalgyBent fdeserlbe) 



A. IF YOU AM CURTOTO^Y IJgLdYED . is your 
preient occupation related to the courses 

you have g^o^eted at o^e_ college? 

"'^" j dlYectly related ~ 



Yes, olosely related 



No 



B.IF jfO . have you been etoployed in an 
Qccupatlon related to the courses you 
eofflpleted at our college since yeu left 

^ our college? 

'Jl^ctiy related 



1 



closely xe la ted_ 



Please respond to the below as appropriate 
This infomation is needed for equal oppor< 
tisiity education and esployment reporting, 



Ha J or /course _ 




American Indian or 
Alaska Native 



I SEX I 



^ Blacks not of Hl^panio Origin 
^^□Aslan or Pacific laland&r 
^C^Hlspanlc 

L,]jfflite^nQt of Hiipanic Origin 



Hale 
Female 



Q 



50 

4^ 



TOAiac YOU FOR AgSlSTING US IN OUR iURVEY, 
Please return this card Lr? fche ^^ncloied pre^ 
_p_a_id envelope as soon as passible 



mm 




SFldiiALi^a: 
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STUDY: 



DATE : 



POPULATION : 



SIS TABULATION SHEET 

Adult and Continuing 
Education - Supplemental 



Page 
of 



.s 

& 



o 
N 



_yr 0 - 2 - H ( A / CE ^ s ijpp r 



SEMi 



(COURSE NlMER ) 



(COURSE 



How would you rac# Che courigs you com- 
pleted at our college In relaClon to use- 
fulnesi to you in your oceupatlonal jrea? 
Vary good ~ 



J Good 



jPoor 



JVegy i3oor_ 



Pltase check below If th# courie you epm- 
pleted at this college helped you in your 
QccupaCional area in any of the following 
vmys. 



m 

rH 

m 



.s 




A.Do you plan £o enroll in a course at 
our college in .the future? 



i| \Ubi whenV^^^Ml IHeK^ tan 



cided 



' j *^\Llj Ni 

I 44-ir""'toi 



ieKt Spring^ 



Next Smaer 



Later data 



B^l£ ]SS > in what type of cou^e(a) do 

y^u plan to enroll? 

^^.^Colleje credit cou^selaj 



lL. ~ J coIle|^e credit course 
45- Other n one redit^ cQurdmjBT 

m iBoth ~ 



What courseCa) would you like to aee 
offered that we are no£ presently offer- 



ERIC 



E Approxiffiately how many college credit 
_2Jhour8 have you previously completedi 



4^ 



At our college? 



BHone 



At other colleges? 



§□31 ■ 46 



Dm 



re than 60 



11 J None 



•^ 41 — m r 



SLJHore than 1Q§ 



j^^Bache lor ' a^degree 



71 JAboye Bachelor 'a 



MAinC YOU FOR ASSIBTINa US IN OUR SUR^^Yr 
PI^ASl RITUEN THIS CARD m mE INCLOSED 
PRE-PAID EfiVELOFE AS SOON AB POSSIBLE* 
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STUDY: 



DATE I 



POPULATION : 



SIS TABULATION SHEET Page 

Adult and Continuing of 
Education - Other 



60 



O 
H 



ERIC" 



5 EM: 



(COURSE NUMBER) 



(COURSE HA^ffi) 



CTECK APPROPRIATE BOX(ES) WITHIN 
EACH OF TOE CATEGORIES BELOtfi 



How would yeu tmtm Ch© course you Qom^ 
pleted at our college In relation to how 
Ic fulfilled your omi individual neids? 



34^ 



Good 



3L_iHautrir 



iL aVer3£ poor 



|A.Do you plan to enroll in a course at 
our college in the future ? 



aLJ Undecided 



w rjNaKt |pring 



_3M^ jNext Simlr 



iLater date 



CO 

0 

N 



a 



B.IF YES j in what type of course(3) do 
you plan to enroll? 



l--_ieoj.lege credit courge^aj 



40- 21 lOt ha r^Qncradit couraeCgy 



iBoth 



What course (i) would you like to iee 
offered that we are not presently offer- 
ing? 



^ ApprojclaaCely how many college credit 
^Jhouri have you previoyily eoopletedi 



At our college? 
I None 



~ JN6ne *" 
Jl > IQ 
■Ull - 20 
_J2l - 30 



21^ 30 



jai - 40 



41 ^ 50 



SI - 60 



Kore than 60 



At Qther collegge? 



30 - 69 



70 - lOf 



Baehalor'a degre e 



Abjqye Ba^helorjj^ 
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TEX-SIS Subsystem VII 
Procodures Manual (PM) 



SUBSYSTIM VII 
STATE FOLLOW-UP REPORTING 



Population: Hay Include students ^o can be identi- 
fied as occupcttlonal/ technical program "completers" 
as defired by the nepartment of Health, Education 
and Welfare's follow-up report form. 

Suggested Instrumentation: ' 
(SFR) State Follow-up Reporting (F07-1-G) Green 
or 

(GRAD-1) let Year Graduate CF04-1-G) 

(OCC/TECH) Occupational /Technical Nonreturning Student 
(F03-2-C) or (NRS) Nonreturning Student (F03-1-E) 
CA/CE-FRE?) A/CE Priparatory (F06-1-B) 



Type of Data Collected 

In addition to tyjjes of data previously mentioned^ the 
"State" questiomiairea collect the below types of student 
follow-^up infonnation: 



1. 


Employment status 


2. 


College enrollment /other status 


3. 


Sex and ethnic data 


4. 


Relation of employment to courses completed 


5. 


Major field of study 


6. 


Course type code 


7. 


Target population code 


8. 


Level code 
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As srated prevlousiyj the general philosophy of SIS Is to 
collect follow-up Information for utilization at both the State 
and local le^ui j concurrently. The single card form question- 
naire in this subsystem collects specifically that Information 
for State reporting purposes. This questionnaire can be util- 
ised by those who wish to collect no further information. Also, 
the questionnaire is designed for utilisation in the follow-up 
of the three populations of students who are identified in the 
subsystefm titled S tate yellow -up Reporting in the Activities 
Manual. 

The smne questions (for State reporting purposes) appear 
on four other SIS questionnaires* The questions are graphi- 
cally noted on the questionnaires by the use of a "block shaded" 
design for the numeration of the question. The involved ques- 
tionnaires and the location of the State questions appear belowi 

Que 5 1 ionna ir e Response Area 





1. 


Sex/ethnic question 




2. 


Selected areas In coding block 




3. 


Question A -2 




4. 


Question B-1 


OCC/TECH (NRS) 


1. 


S.:x/ethnlc question 




2. 


Selected areas in coding block 




J. 


Question A -5 




4. 


Question B-l 


NRS 


1. 


Sex/ethnic question 




2. 


Selected areas In coding block 




3. 


Question A-9 




4, 


Question B-l 


A/CE-PREP 


1. 


Sex/ethnic question 




2. 


Question 2 




3. 


Question 3 




4. 


Selected areas in coding block 


Of course, the 


State questionnaire a loo contains the 


:e" questions as 


appears below; 


SFR 


1. 


Sex/ethnic question 




2. 


Question 2 




3. 


Question 3 




4. 


Selected areas in coding block 
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Data Collection Proc e du r e s 



Bacause of HEIJ ' s designation of the approximate date of 
follow-up and ■ 'should show the status of respondents as of 
the work week ended nearest February 15 of the current calendar 
years" a mall-out survey is required. Also, the population 
(for State level purposes) Is identified by HEW as "students 
who conpleted secondary, postsecondary , or adult preparatory 
programs during the fiscal year just completed," For a com- 
plete discussion of the proper procedures to follow when con- 
ducting a mail-out survey , Del Mar College's Follow-up Method- 
Qj-ogy and San Antonio Collage "S Graduate Follow-up subcontractor 
reports should be consulted. 

From a- cost-effective standpolntj the higher rate of re- 
turns is normally obtained with an initial first-class mail- 
out , a post -card reminder 6-8 working days later, and a final 
letter (with another instrument) being sent out 8-10 working 
days later. Telephone interviews can be conducted to increase 
return rates, A cover letter on college stationery and a 
postage-paid pre-addressed envelope should always accompany the 
ins trument * 

The State follow-up questionnaire has been designed to 
facilitate a "stick-on" mailing label which can be used as the 
actual postal address and will show through the window of a 
regular window envelope. The mailing label on the Instrument 
can also be used for monitoring returns and deletes the re- 
quirement for the student to enter the information. Three mail- 
ing labels will be required for some students who do not respond 
after the initial mail-out and postcard reminder. A complete 
list of population names and addresses will be helpful in mon- 
itoring returns* Also^ for proper Identification purposes ^ it 
is helpful to include a student identification number (such as 
the social security nimber) on the questionnaire or mailing 
label. For cost information relating to mall-out surveys ^ Na- 
varro College -s Follow-up Costs report should be consulted. 

After the quest iormaire is received from the student^ the 
appropriate responses can be coded on the transmittal document 
which can be provided by the State agency. For proper analyses 
of the data^ a data transmittal docLunent should be completed on 
each student who was sent a questionnaire j even if no response 
was received. The "no response" designation should be COTipleted 
in the appropriate space on the data tranemittal sheet. 
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For actually reporting the follow-up informatlor. to the 
State, the responses to the "State" questtons can be extracted 
from the questionnaire and coded on State data transmittal docu 
ments which will be utilized to process the data in a central- 
ized location, therefore providing a degree of consistencj?- in 
repOitlug and processing of data which will be used to complete 
the State and HEW follow-up report forms. More information 
concerning the procedural operation of this concept will be 
provided at a later date. 
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Prep aring the Data for Processin g 



Propulsions have been made by SIS to process the data in 
this subsystem by either manual or computer techniques* Re-- 
gardless of the method of processings careful consideration of 
the data to be introduced for processing must be given* As 
one could readily imagine , there are a large number of problem 
areas J.nherent in the process of a student COTpletlng a ques- 
dionnalre in a manner which will assure valid processing of 
the data. Each questionnaire should be "proofed" prior to 
piocesslng in an attempt to provide data which is as '-clean'- 
as possible. Problems such as multiple responses to questions 
(l.e, yes/no type questions) ^ questions not answered^ obscure 
marks 5 incomplete questionnaires ^ etc. will normally be en- 
countered. Also, '-comments" and "other" statements written by 
students must be extracted ^ since computer programs do not 
nomally process "narrative" type data* 

The "coding" of the State questionnaire primarily con* 
cems the completion of the appropriate boxes in the lower 
portion of the instrmnent. The student's program/course code 
can be entered in the 4 code blocks* By cOTibinlng the appro- 
priate code numbers with the exact nomenclature o£ your program/ 
course areas, the data will appear in a much more usable format. 
The program/course code should be the code listing provided by 
the Texas Education Agency. Regardless of what major field 
code table is used, a complete listing of the code table and 
exact nomenclature of your program/course area© should be pro- 
vided to the individual who is responsible for processing the 
data. 

As can be noted by reviewing the T^ follow-up report fom, 
the three types of coding (Course Type^ Target Population and 
Level Code) appear in the same format on the questionnaires as 
specified on the State report form* Some abbreviation la used^ 
but the categories are essentially the same^ as noted below* 

Course Type Code 
Coop 

Non-Coop 

Preparatory 
Target Population Code 

REG (Regular) 

DAVT (Disadvantaged) 

mCF (Handicapped) 
Level Code 

Post secondary 

Adult 
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The TEA has previously provided defliiitions of the above 
terms although soma problems still exist with the terms and 
their utilization. Although the other code areas (Term date. 
Group Code^ and Special Code) are not required for State re- 
porting purposes, these can be utilized to some benefit in 
local processing* 

The Term Date provides space to enter the last date of 
enrollment If a college so desires* This can coincide with 
the montlbi and year of the last semestet attended if a collage 
wishes to enter this Information on the study's data racord. 
The Mo (month) designation should be entered as apprapriate 
(01-12) with the Yr (year) designation entered as 763 77, etc. 

For proper utilisation of the Completion Code, the appro- 
priate alphabetical code according to the below table should 
be provided on each program area and entered in the block desig 
nated as Completi on Code on the questionnaire if you wish the 
data to be processed In ^his manner* 

A - Associate In Arts 

B - Associate in Applied Arts 

C - Associate in Arts and Sciences 

D - Associate in Applied Arts and Sciences 

E - Associate In Business 

F - Associate In Applied Engineering 

G - Associate in Engineering Science 

H - Associate in General Education 

I - Associate In Science 

J - Associate of Science in Technology 

K - Associate in Applied Science 

L - Diploma 

M - Certificate 

N - Associate in Fine Arts 

The Group Code may be utilised ±£ a college wishes its 
data to be processed according to any of the. following cate- 
gories (0/T for occupational/technical majors^ UT for univer- 
sity transfer majors, OTE for other majors such as undeeldeds^ 
and A/CE for adult and continuing education students). It is 
expected that only the 0/T and A/CE group code designations 
will be utilized by this subsystem. 

The Special Code designation may be utilized in the manner 
of a college's choosing. Many colleges use this code to dis- 
tinguish between different campuses , separate extension centers, 
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special student groupings, ate. The coda in this box (which 
cannot exceed one digit) can be alphanumeric (letters or ni^* 
bers) , Alsos space has been provided on the Staie queiticfln- 
naire to record the source of the data (i.e, mail qxiestioti* 
natre^ interview, or school records). 
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Processing tha Patfl 

The proceasltig of State reported Information can tt^ ac-- 
complished locally or statewide according to the daslrei of 
the college. If ^ college has utilized form ottier thari *fcke- 
Sta^e form (green caa^d) ^ the State data can be proceaaed at 
the^ sama. "time the local data Is processed* Proceasliig o€ oth^x* 
qua^^ionttaLlras has discussed in subsystems discussed eax*^ 

Iter, 

Once tbs appropriate data is transmitted ^He State ^ an 
analysis cmt be per formed at three different levels as noted 

Analysis by program are^ fot ccxnpleti.^ of khm^ 
TEA and HEW reports 

In Analysis by program area for State- Itiforniattonn 
utilization 

3, Analysis by program area by college for local 
InfoTm^tipn utilisation 

After the &tate a*td local data is procesaadj tkm ao^llegc will 
be afcle. compare its datai ^ith stat^ida s-tatistics, there- 
fore provi4ing Some degree of "Eneasurement standard," 

Of course 5 it may be appropria^te "fco process the data man* 
u^lly. This consists of tabulating ^he nvmber of responses ^o 
par£icyl4a^ guesti^EXS ori a sheet designed in a. manner similar 
to the one. rnclu^ed at the end of this subsystem section. Ap- 
propriate space has been provided for '^totaliny" responses and 
computing perceixtages • Also, the appr^riate inform^lon at 
the top of each tabulation sheet should be conipleted* Xh«u 
manual processing of data is normally not a large task, es- 
pecially if the number of questionnaires is small and the-^ab- 
ulation effort can be accomplished as the questionnaires are 
received or at periodic intervals thromhoi^ th^ study period. 

If the data is to be processed by Individual categories 
Cpragram €kre^, ethnic groups ssk, etc) the ^^ropriate' in- 
formation should be entered at the top oi each tabulation 
sheet and recorded accordingly. You must nottnally have an 
Individual tabulation sheet for each cfffcegoryp although di^E- 
ferant s^nor^olSi different colors of pencils ^ etc. have been 
used with some success • 
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Report Format md Reporting 



Although the State report format will appear 5n much the 
same manner as the State follow-^up report formj the data will 
be further analyzed for State informational use. The proper 
structuring of the statewide data by the State will impact the 
usability of the data to a large extent. Many significant 
follow--up studies have been rendered useless (or made little 
impact) because the survey results \^ere not presented in an 
easily undarstand^le format. 

The use of graphs and charts to display statewide data 
cannot be overemphasised. There is also much benefit to be 
gained by a college graphically comparing its 4ata with the 
statewide results. SIS suggests that the follow-^up Infoma- 
tion of most significance statewide and locally be eKtracte4 
fran the report data and given special emphasis through charts ^ 
graphs J and other means. Considerable success has been exper- 
ienced when a survey (using the same or similar questionnaire) 
has been repeated over a number of years* Utilizing this com- 
parative data^ State and/or local personnel can graphically 
demonstrate- trends or develop conclusions wKich may produce 
information for predicting future data outcomes. Preietttar 
tions to State and college persCTintil^ and meetings -to discuss 
survey results can also be used advantageously. In this m^ti^ 
ner, verbal input can be received for any possible revisions 
or alterations which should be mde before the survey is con* 
ducted again. It is especially uaportant to compute and report 
percentages of individual response items in relation to the 
niunber of overall responses to a question. This is normally 
not a difficult task with a calculator (although time-consmning) 
but is considered "worth the effort" because of its ability to 
ccranunicate to a large number of people. 
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Evaluation of the Survey 



SIS suggests that foUow-up process evaluation ba. inaliided 
«s an x-ntegral part of the operation of a follow-up syiteot. By 
receivlMg input from the potential users of the data, one. cm 
mal^ appropriate changes and/or alterations to such l-4ems as 
questionnaire design, structuring of the report, -che procedures 
utilized in conducting the study, the need to clarify,*^ add, or 
delete certain types of information, and other pelnts of concern. 
You can also checjt whether the. data Is actually being used in a 
beneficial manner and, if so, the method of usage. 

On the following pages can be found a suggested design far 
securing an evaluation of the State reported data. This evalu- 
ation form can be sent (along with the follow-up report) to the 
potential user of the data with a request that it be completed 
and returned to the individual who will compile the results of 
the study eva^luation. After the fems have been returned, the 
results should be docmented and ■Utilized for conducting future 
studies of a similar nature. 

Of course, the follow-up system showild also be evaluated 
from a statewide standpoint. Although this could be a large 
task, a vast amount of infomation could be secured relative to 
the usability of the data, problems encountered in collecting 
and reporting the data, recommendations for future utilization 
of the system, etc. 
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roX-SIS FOLLOW-UP 
Student Follow-up Management Information System 



EV^UATION OF STAm FOLLOW-UP ^PORTING SURVEY 

Name^ 

Positio n " 

College/Agency ^ 

Date 



Instructicms : After completing the above information^ please 
respond to this questionnaire according to your own evaluation 
of the study and resulting data. 

1* Please rank the following types of survey information 
according to their relative usefulness to you in your 
present position. Place the appropriate rank (1st, 2nd^ 
3rd, etc*) with 1 " most useful and 7 ^ least useful, 
in the blocks provided. As you will note^ the below types 
of information are related to specific questions on the 
survey insttnunent* 



Present employment status 



Present college enrollment status 



Other status information 



Relation of employment to course/program conpleted 
Course/program Identification 



Ethnic data 



Sex data 



EKLC 
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2. What additional type(s) of information do you feel should 
have been collected from the survey population? 



3, In what way(s) ml^t you be able to utilise this t3^e of 
data in your area of responsibility? 



4. Do you have suggestions for improving thei 
a. Manner in which the report was analyzed? 



b. Procedures for collecting the data? 



c* Questionnaire (wording of questions j formats etc.)? 



5* What is your overall rating of the survey in terms of its 
usefulness in fulfilling your own, individual needs for 
information. Check the appropriate box according to the 
below scale I 

1 2 3 4 5 6 7 
Vary poor ^| ^} Very, good 

Please use the back of this page for any additional comments 
you wish to make regarding the survey* '^ank you for your time. 
Please return this evaluation fom as soon as possible. 
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O 
EN 



EKLC- 



SIS TABULATION MEET 

State Follow-up 
Reporting 



Page 
of 




EACH OF mi BRLOW CAflGQRIlSi 
Iftiich one of the be lew besfe deiQgibee 
your prestne status? 



^feq^Igyedt seeking ^^lo^njjBg 



Gonfcinains eduestlgn at higher level " 
jjw^illable fog ^aloyaent (dasGgiSeT 



A, IF YOU AlE €U^^ni¥ MLOYED , Is your 
preset oooupatlon related eo Che Gouriei 
yQU have g^^leted at oiig oollgge? 



B.If have you hmm employed In m 
o^oupatlon related to the eourses you 
complmtmd at our college alnoe ^rou left 
our EOllege l 



4l-|if iVes, closel y reraEea^ 



Please raspond to the belsir as appropriate 
^Is inforuation Is needed for equal oppor 
tunity eduoation and ^^lopient reporting. 



HaJ or/oourse 



(At our dollegftlT 




Aaerioan Indian or 
Alaskan Native 



Hala 
Femala 



Biaoki not of Hispanle Origin 
Asian or Faolflo Zalander 
HlspMlo 

l^ite^ not of Higpanie Origin 
THA^ YOU FOR ASSZitlNG US IB OUl Snt^^Yi 
Plaasa return this card in the engloged pre^ 
paid ^valooe as aoen as possible 
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SYSTEM IMPLEMENTATION 



In order for SIS to operate at Its maximum potential a 
central coordination effort Is necessary to pUn and emphlsLe 

be"esLed °r?H'"'"""^ ^^"^ and'looal) whl^^a^" 

be desired. In this way, the efforts of a large number of In- 
dividuals can be used toward the common goal of supplying 
ScSs'SIiJht " ?° declslon-makerf . As confLded\n the 

success^f SIS administrative support is vital to the 

success of SIS at the local and State level. If assurance is 
not obtained that both verbal and financial support iff o?th- 
coming. It will be difficult to operate at a mlnlngf^l level 
of effectiveness. Also, if Interest in securing student follow- 
up data IS lacking, there is little assurance that the Inflml- 
tion produced will be utilised to any great extent. tt folT^ 
without saying that there Is little purpose in collectlnfand 
reporting information that is not utilized. However, in most 
cases, the •'selling" of the desired SIS subsystems to college 
personnel has not been a difficult task. The expression of 

tJ°^ f°-Llow-up data" far outweighs the "lack of inter- 
Hnl^^^ E^-^?^.!®'*?^ coranunity/Junlor college educatorf. 
However, most individuals are Justifiably concerned about the 
s tatting and financial resources which may be required. For 
this reason SIS allows the college the option of choosing Its 
f^i ^ f interest by deciding upon what subsystems will be 
implemented. In this way, a college may "tailor" SIS to fit 
Its own needs and financial resources. 

Some colleges have used local committees to assist the 
person responsible for follow-up In the decision to partici- 
pate and choosing the level of involvement. Regardless of how 
the decision is made, careful thought should be given to the 
specific data needs of the college. SIS recOTmends the active 
involvement of as many people as possible to more accurately 
predict this need. After the need is tentatively identified 
priorities can be set according to the staffing and financial 
resources. If, after this process, the college desires to use 
any of SIS s questionnaires, the system can be implemented bv 
utilizing the manuals and subcontractor reports. However if 
SIS s questionnaires are not sufficient to fulfill the basic 
needs of the college, a new questionnaire should be designed 
reviewed and tested by the college. SIS promotes the concept 
of an institution designing its own questionnaire because of 
the local emphasis which can be inserted into the design and 
wording of the questions. A "questioimaire generator" has 
been produced by SIS for college use in designing new 
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questionnaires. This questionnaire generator containi ques- 
tions which have been taken from many instrumenta (which have 
been reviewed by the Project FOLLOW-UP staff) from both inside 
and outside the State of Texas. Additionally, the questions 
are categorized according to subject area for ease in finding 
sample questions which may be altered to conform to a specific 
need. San Antonio College's Graduate Follow-up subcontractor 
report lists some specific guidelines to follow ^en designing 
a questionnaire* AlsOj booklets describing other design con- 
siderations can be purchased at a reasonable cost* 

After the data needs and questionnaires are decided upon, 
SIS recommends the adoption of a cycling procedure which will 
allow the college to develop comparative follow-up data over 
a large number of years in a cost-effective manner. The below 
information presents a suggested cycling procedure by levels 
with Level I indicating a large amount of involvement and Level 
III a lower amount of Involvement. The year tntervals indicate 
the period which may elapse before another study of the samm 
type would be conducted* 



Ques tlonnalre 


Level I 


Level IZ 


Level III 


SEI 


2 


years 


4 


years 


6 


years 


COS/W 


2 


years 


4 


years 


6 


years 


COL/W 


2 


years 


4 


years 


6 


years 


WO 


3 


years 


6 


years 


9 


years 


NRS 


2 


years 


4 


years 


6 


years 


OCC/TECH 


2 


years 


4 


years 


6 


years 


GRAD-1 


1 


year 


1 


year 


1 


year 


GRAD-3 


3 


years 


6 


years 


9 


years 


GRAD-5 


3 


years 


4 


years 


6 


years 




2 


years 


4 


years 


6 


years 


A/CE-PREP 


3 


years 


6 


years 


9 


years 


A/CE-SUPP 


3 


years 


7 


years 


10 


years 


A/CE-OTH 


3 


years 


7 


years 


lo 


years 


SFR 


1 


year 


1 


year 


1 


year 



By following one of the above Levels^ a college will be 
able to utilize all of the questionnaires at least once over 
a 10-year period of time. If coimon questionnaires are used 
for each type of studyj and several studies are conducted over 
the 10*year period, meaningful cOTparative data can be gener- 
ated to accurately describe any student follow-up trends which 
may be evident. Trend data, of course^ is very valuable in- 
formation for use in planning and predicting college needs and 
activities t The above chart can also be developed into a 
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gunning instrument (by year) tf a college so desires Bv 
reS""!^.""? work "ad lan 

lltTl ti sJSdie^LZ ^ followi-S page demonstrates ho^ 
W of cycUng -"Sgered to demonstrate the ef- 
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If the college chooses a particular area o£ emphasis (such 
as student's educational Intent data, college withdrawal data, 
nonreturnlng student data, etc.) the frequency of this type 
of study may be Increased. Of course, the different semesters 
(fall, spring, and suottner) can also be uied to schedule certain 
follow-up activities for comparison purposes. 

Since statewide coordination of SIS is expected to be 
supplied, many activities which would normally have to be lo- 
cally Initiated have the potential of being centralized to a 
certain extent. The two areas most often mentioned as exhibit- 
ing 'centralization" capablHtles are the printing of the ques- 
tionnaires and processing of the data. SIS provides the neces- 
sary tools for a college to do its own printing and processing 
if It so desires. However, it may be possible to reduce costs 
(because of volume and personnel requirements) by centralizing 
and/or providing these services on a regional or statewide 
basis. 

State level coordination may be able to provide the lead- 
ership for initiating the necessary services. Also, as des- 
cribed in the State Follow-up Reporting subsystem, State follow- 
up data can be collected at the same time the local data is 
collected. After the information is collected at the local 
level j standardized data transmittal devices can be used to ef- 
fectively process the data, thereby producing reports for cm- 
pletlon of the State follow-up report form, HEW follow-up 
report form, and compilations for feedback to the colleges. 

SIS's Manuals and subcontractor reports provide the neces- 
sary "detail" information for colleges to become involved in a 
follow-up system of the type described. It should be remem- 
bered that the overall success of a follow-up system can only 
be measured by the Impact it may have on the enhancement of 
the college's educational delivery capability. 
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fTUDENT FOLLOW-UP 

]f«IFORMATION 

SYSTEM 



LOS ANGalEI 
OCT 1 5 19? 

CUARiNGHOUS£ 




ERIC 





Iftin^fTY OF CAUF. 
lOSANQELIS 

OCT 15 1976 

ClCARiNGHOUSE FOR 


Th« purfiosa ef iha btlew nmblx is to giv« a |ir»pliic representation of the dat» )>>l^ 
collected bf Sli and ftutsUenilres ytHii«d to collect ihit daU. By us« of the ! |^ 
ihsM arm. ans mix^^tlep a knewMgo of the type of infonifAtton e«di 
^^tioflatre collect. Also, m mi be not«d, there 9re common deta elcmnts 
on imy of the questlonaires* Hii tfiree levels not^d on the matrix m^y be ^ ^ 
denned m *\ 

Lefel 1 - De>»^rd to collect infonn^llon for State follow^p reporting 

purpesas. ' , 

Level II - Oesipiid to collect infoftnition for looil utHiration as v^ell as ^ i| 
i^tft follo^p^p rept^lng purposes. 

Level III - Desl^ to collect fnforrmtiiin far local utliMion only. 
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